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Executive Summary 
The Santa Clara County Board of Supervisors authorized a management audit of 
Countywide travel as part of the Management Audit Division’s FY 2009-10 work plan. 
The audit was performed pursuant to the Board's power of inquiry specified in Article 
III, Section 302 (c) of the Santa Clara County Charter and was conducted in accordance 
with generally accepted government auditing standards of the United States 
Government Accountability Office. 

The audit task was to assess the approximately 16,333 authorized trips undertaken by 
County staff during FY 2006-07, FY 2007-08 and FY 2008-09. The review focused 
primarily on out-of-State travel, with the most distant and/or expensive trips receiving 
greater scrutiny. For purposes of this audit, “authorized travel” is defined as any trip 
that generated a written travel authorization or resulted in expenditure reimbursements 
or advances. Under this definition, “travel” includes trips for which there are no 
County expenses other than registration fees. This definition excludes expenses 
associated with routine County business that may involve movement of personnel. For 
example, it does not include the extensive driving undertaken by Sheriff’s deputies who 
travel throughout the County as part of their regular patrol activities. It does, however, 
include trips taken by Sheriff’s deputies to transport inmates to prison, as these trips 
necessitate meal reimbursements and similar costs, and are conducted with written 
authorization from management.  This audit reviewed only authorized trips; no effort 
was made to determine whether there were any unauthorized trips that occurred 
during the three-year period. 

The purpose of the review was to determine the nature, purpose, appropriateness and 
cost of travel undertaken by County employees, and to assess whether trips could be 
reduced or carried out more efficiently or at less cost. 

This report identifies at least $608,0001 in estimated ongoing savings, which equates to 
almost 19 percent of all non-mileage expense travel costs. In addition, as a result of 
inquiries made as part of the field work for this audit, management of the Valley 
Medical Center (VMC) began seeking reimbursement from a few employees for small 
amounts of travel expense payments made by the County over the last three fiscal 
years. As of late October 2009, VMC reported seeking about $8,317 in reimbursements 
to the County.  

A synopsis of each finding and related recommendations is provided on the pages that 
follow. 

                                                
1 As described in Sections1 and 2, the components of the $608,000 savings are: $77,000 in net savings by 
implementing new per diem rates for hotels and meals; $78,000 in savings by deleting one Account Clerk from the 
Social Services Agency budget; and $453,000 by capping the portion of “professional development” funds that 
could be used by physicians for travel expenses each year.  
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Section 1: Meeting Charter Requirements for Travel Expense Limits and 
Improving the Reimbursement Process 

Problem 

The Santa Clara County Charter requires that the “maximum price” for travel expenses 
“be fixed by ordinance for management employees.” The County Ordinance Code also 
requires “limits” and “maximum amounts” for travel expenses. At present, the County 
has no maximum rates for lodging or transportation expenses, and, although mileage 
rates and meal expense caps exist, they are not set by ordinance. Further, current 
policies incentivize employees to submit receipts for meal reimbursement, which 
creates a costly administrative and accounting cycle since an estimated 4,000 trips 
involving reimbursement for meals occur annually. 

Adverse Effect 

As a result, some County travelers incur excessive costs for lodging, airfare, and rental 
cars, among other costs.  

In addition, the County Travel Policy provision permitting employees to submit 
receipts for hotel and meal expenses, rather than obtaining reimbursement solely on a 
per diem basis, results in administrative inefficiencies that increase personnel costs and 
could be avoided without adversely affecting the financial interests of the County or 
employees who travel on County business. Among the more than 4,000 reimbursement 
requests, receipt documentation for a single trip amounted to as much as 89 pages, and 
individual issues in dispute involved as little as 60 cents. 

Recommendations, Savings and Benefits 

The Board of Supervisors should amend the County Ordinance Code to provide for 
travel expense limits on a per diem basis, based on rates established for federal 
employees, and revise the Travel Policy to require the use of federal per diem rates for 
most meal and hotel expenses, except as otherwise provided in the Travel Policy to 
accommodate extraordinary circumstances. These changes would result in compliance 
with the Charter and Ordinance Code and reduce administrative expenses, saving the 
County an estimated $155,000 annually. 

Based on these findings, the Board of Supervisors should direct the County Executive 
to: 
 
1.1 Work with the Controller to draft proposed modifications to the County 

Ordinance Code and Travel Policy for approval by the Board of Supervisors to 
specify maximum rates for hotel rooms, meals, incidental expenses and rental car 
rates for management employees, as required by Section 710 of the County 
Charter. (Priority 1) 
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1.2  Direct the Controller to amend the County Travel Policy to specify that the rates 
established pursuant to Recommendation 1.1 for management employees are 
applicable to all employees. (Priority 1) 

 
1.3 Adopt the federal lodging per diem rates as the maximum reimbursable amount 

for all County employees, with explicitly defined exceptions as provided by 
federal regulation sections 301-11.300 to 301.11.305, such as special circumstances 
when specified per diem rates cannot be obtained or when the traveler is staying 
at the same hotel where the conference he or she is attending is occurring 
(Priority 3) 

 
1.4 Adopt maximum per diem rates for county employee travel meal reimbursement 

equal to 80 percent of the U.S. General Services Agency travel meal per diem 
rates.  (Priority 3) 

 
1.5 Work with the Controller to amend the County Ordinance Code and Travel 

Policy to prohibit use of percentage based expense fees in contracts and require 
all consultant contracts to comply with the same travel policies and 
reimbursement standards as applied to all County employees. (Priority 2) 

1.6 Direct the Controller to omit the receipt requirement for travel meal expenses 
from the County Travel Policy. (Priority 2) 

1.7 Direct the Procurement Department to amend the P-Card Policy to comport with 
page 46 of the Travel Policy regarding Incidental and Personal Expense receipts.  
(Priority 2) 

1.8 Delete and reassign to an existing vacant position one Account Clerk position 
from the Social Services Agency Accounts Payable. (Priority 2) 

Implementation of these recommendations would a) bring the County into compliance 
with County Charter requirements and the County Ordinance Code, b) improve the 
consistency of travel reimbursements for similar types of expenditures, such as hotel 
stays in the same city on the same nights, and c) reduce net costs by an estimated 
$155,000 per year ($77,000 in net savings by implementing the per diem rates for hotels 
and meals, and $78,000 in savings by deleting one Account Clerk from the Social 
Services Agency budget). 
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Section 2: Abuses Resulting from Noncompliance with Travel 
Ordinances and Policies Lead to Excessive Travel Expenses 

Background 

California State law requires numerous professional and trades workers to obtain a 
State license in order to perform such work within the State. State licensure also 
requires licensees to satisfy continuing professional education requirements to maintain 
a license. Because many County positions require such licenses, the County has 
negotiated with employee organizations and budgeted funds for education and 
professional development. 

Problem 

However, pursuant to a July 2006 informal administrative approval pertaining to 
County physicians that was not submitted to the Board of Supervisors as required by 
County Ordinance Code Section A31-1.1, the fundamental educational purpose of much 
County travel has been subverted from its business purpose, and some Valley Medical 
Center (VMC) physicians have not fulfilled their responsibility to exercise reasonable 
and prudent judgment in the expenditure of taxpayer monies to achieve the educational 
goal. VMC managers view the $4,500 annual limit per physician for educational and 
professional development as an employee recruitment and retention benefit with 
minimal restrictions. VMC does not require physicians to even attend the educational 
sessions to which they travel, nor does the hospital maintain a record of courses 
completed or credits earned.  These travels usually occur while the physicians are on 
vacation or annual leave 

By comparison, other County employees must meet strict requirements, including 
providing proof of attendance and successful completion of educational courses or 
professional development conferences, or the County will not reimburse the employee 
for the costs incurred. 

Adverse Effect 

VMC physicians spend more than $650,000 per year on travel. Over three years, VMC 
physicians spent $238,358 on 77 trips to Hawaii conferences alone. During this period, 
physicians also traveled at County expense to Canada, Mexico, Switzerland, Italy, South 
Africa, Puerto Rico, Spain, China, Aruba, Thailand, the West Indies and the Bahamas, as 
well as other expensive locations, often staying in luxurious accommodations. Such 
travel is abusive and noncompliant with County Policy. 

Recommendations, Savings and Benefits 

The Board of Supervisors should direct the County Executive to enforce the County 
Travel Policy uniformly for all employees by requiring VMC physicians to adhere to the 
County Travel Policy, banning County-funded conference and training travel to 
Hawaii, Alaska and foreign countries, and restricting the portion of education and 
professional development funds that may be spent on travel. 
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Based on these findings, the Board of Supervisors should direct the County Executive 
to: 

2.1 Require VMC physicians to comply with the County Travel Policy, and prohibit 
Valley Medical Center and the Controller from processing reimbursements based 
on administratively approved physician travel “guidelines” that have not been 
approved by the Board of Supervisors. (Priority 1) 

2.2 Work with the Controller to amend the County Ordinance Code and Travel 
Policy to ban County-funded conference and training travel to Hawaii, Alaska 
and foreign countries. (Priority 2) 

2.3  Cap the proportion of “professional development” allocations that may be spent 
on travel and conference expenses to a certain number of dollars per continuing 
medical education credit or some other fixed amount. (Priority 1) 

2.4 Direct the Controller to prepare a proposed amendment to the County Travel 
Policy explicitly defining types of expenditures that are permissible from monies 
appropriated for tuition reimbursement and professional development purposes 
as authorized by Ordinance Code NS20-10 and all County collective bargaining 
agreements. (Priority 1) 

2.5 Require travelers to furnish proof of actual conferences dates, not just advertised 
dates, on the Travel Authorization form prior to travel, and to furnish proof of 
actual attendance at conferences or County business functions prior to receiving 
reimbursement for any travel costs, consistent with requirements for other 
County employees. (Priority 3) 

2.6 Require Valley Medical Center and the Controller to obtain proof of actual 
attendance and CME credit earned prior to reimbursing any travel expenses. 
(Priority 3) 

2.7 Require Valley Medical Center to maintain a central file of CME records for all 
physicians. Such records should be tracked for purposes of monitoring the 
efficiency of spending on educational trips.  (Priority 3) 

2.8 Direct the Controller, in conjunction with the County Counsel and other 
personnel as appropriate, to determine whether the existing uses of employee 
development funds for physician travel and other types of purchases, as well as 
similar funds’ usage by other County employees, is taxable as income. If so, these 
funds should be included in affected employees’ W-2 forms.  (Priority 3) 

2.9 Require the Controller to deny payment for travel expense claims for claimed 
expenses that substantially exceed the authorized amounts without approval of 
the new amount by the appropriate level of management, and deny payment for 
claims for which the traveler has not provided a signed, unaltered Trip Expense 
Voucher for the trip expense amount claimed. (Priority 3) 
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Implementation of these recommendations would result in less costly reimbursements 
for airfare, lodging, rental cars, fuel, meals and other charges and fees. If the County 
were to eliminate travel to the non-continental United States and foreign countries for 
conferences and training seminars, the County could also save an estimated $114,023 
per year based solely on physician travel. If the County capped the amount of 
“professional development” money that could be used for physician travel and 
conference expenses to $625 per year, it would save $453,000 per year. The $625 cap 
would provide $25 in dedicated travel funds for each continuing education credit the 
physicians are required to obtain. Currently, the law requires physicians to obtain 50 
continuing education credits every two years. As previously indicated, many County 
employees receive little, if any, professional development money that may be used for 
travel expenses associated with continuing professional education.  

Implementation of Recommendation 2.4 would provide guidance to VMC physicians’ 
non-travel “professional development” expenditures on such items as books, medical 
subscriptions, computers, and iPhones. 
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Introduction 
 
This Management Audit of Santa Clara County Travel was conducted at the request of the 
Board of Supervisors of the County of Santa Clara, pursuant to its power of inquiry 
specified in Article III, Section 302(c) of the Santa Clara County Charter. The audit 
commenced on July 13, 2009, and a draft report was issued on November 2, 2009.   
 
Purpose and Scope 
 
The audit task was to assess the approximately 16,333 authorized trips undertaken by 
County staff during FY 2006-07, FY 2007-08 and FY 2008-09. The review focused 
primarily on out-of-State travel, with the most distant and/or expensive trips receiving 
greater scrutiny. For purposes of this audit, “authorized travel” is defined as any trip 
that generated a written travel authorization or resulted in expenditure reimbursements 
or advances. Under this definition, “travel” includes trips for which there are no 
County expenses other than registration fees. This definition excludes expenses 
associated with routine County business that may involve movement of personnel. For 
example, it does not include the extensive driving undertaken by Sheriff’s deputies who 
travel throughout the County as part of their regular patrol activities. It does, however, 
include trips taken by Sheriff’s deputies to transport inmates to prison, as these trips 
necessitate meal reimbursements and similar costs, and are conducted with written 
authorization from management.  This audit reviewed only authorized trips; no effort 
was made to determine whether there were any unauthorized trips that occurred 
during the three-year period.  
 
The purpose of the review was to determine the nature, purpose, appropriateness and 
cost of travel undertaken by County employees, and to assess whether trips could be 
reduced or carried out more efficiently or at less cost.   
 
This report identifies at least $608,0001 in estimated ongoing savings, which equates to 
almost 19 percent of all non-mileage expense travel costs. In addition, as a result of 
inquiries made as part of the field work for this audit, management of the Valley 
Medical Center (VMC) began seeking reimbursement from a few employees for small 
amounts of travel expense payments made by the County over the last three fiscal 
years. As of late October 2009, VMC reported seeking about $8,317 in reimbursements 
to the County.  
 
Audit Methodology 
 
This management audit was conducted under the requirements of the Board of 
Supervisors Policy Number 3.35 adopted June 26, 2001. That policy states that 
management audits are to be conducted under generally accepted government auditing 
                                                
1 As described in Sections1 and 2, the components of the $608,000 savings are: $77,000 in net savings by 
implementing new per diem rates for hotels and meals; $78,000 in savings by deleting one Account Clerk from the 
Social Services Agency budget; and $453,000 by capping the portion of “professional development” funds that 
could be used by physicians for travel expenses each year.  
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standards issued by the United States Government Accountability Office. In accordance 
with these requirements, we performed the following management audit procedures: 
 
Audit Planning—This management audit was commenced in accordance with the 
preliminary work plan prepared by the Management Audit Division. The work plan 
was subsequently revised based on interviews, review of travel documents and other 
field work. 
 
Entrance Conference—Two entrance conferences were held on July 13, 2009 with 
applicable staff from the Social Services Agency and the Controller’s Office.  Two 
conferences were held because each of these entities has authority to process travel 
payments and travel expense reimbursements for different segments of the County 
organization. At these conferences, the management audit team was introduced, and 
the audit program and scope of review was described to managers of both entities. A 
letter of introduction from the Board, a management audit work plan, and a request for 
background information were also provided at the entrance conferences. 
 
Pre-Audit Survey—Auditors reviewed documents and conducted preliminary 
interviews with managers, fiscal officers and travel coordinators from various 
departments. These efforts were undertaken to obtain a general understanding of travel 
ordinances, practices, forms, procedures, labor agreement provisions, policies and staff 
concerns. Auditors conducted interviews related to travel practices with staff in the 
Social Services Agency, the Roads and Airports Department, the Health and Hospital 
administration, the Department of Environmental Health, the District Attorney’s Office, 
the Department of Family and Children’s Services, the Probation Department, the 
Mental Health Department, the Department of Child Support Services, the Department 
of Alcohol and Drugs, and the Sheriff’s Office. 
 
Field Work—Field work activities were conducted after completion of the pre-audit 
survey, and included: (a) interviews with pertinent personnel in the County Executive’s 
Office, the Controller’s Office, the Social Services Agency, the Procurement Department, 
County Counsel, the Employee Services Agency and Valley Medical Center and the 
Health and Hospital System; (b) development of a travel practices and policies survey 
that was provided to the 10 most populous California counties, including Santa Clara 
County;  and (c) extensive analysis of travel records and data covering the audit period 
of FY 2006-07, FY 2007-08 and FY 2008-09.  
 
Draft Report—On November 2, 2009, a draft report was prepared and provided to the 
Controller’s Office, Valley Medical Center, and other departments as necessary, to 
provide them with the audit’s preliminary findings and conclusions. 
 
Exit Conferences—Exit conferences were held with Valley Medical Center on 
November 9, 2009 and the Controller’s Office on November 12, 2009 to collect 
additional information pertinent to this report, to obtain the departments’ views on its 
findings, conclusions and recommendations, and to make corrections and clarifications 
as appropriate. Following the exit conferences, a revised draft was provided to both 
departments for their use in preparing their formal written responses. Comments on 
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portions of the draft report related to the Social Services Agency and the Procurement 
Department were also solicited and incorporated into the revised draft report. 
 
Final Report—A final report was prepared following the exit conference. The County 
Executive’s Office, Controller’s Office, Valley Medical Center, Social Services Agency, 
and Procurement Department were each requested to provide a written response to the 
report. The County Executive’s Office provided a combined written response that is 
attached. 

Travel Records Sampling and Analysis Methodology  
 
Financial Information 
 
Auditors extracted data from the County’s contracted travel agency’s database 
depicting information for arrangements made by the agency on behalf of County staff. 
Further, auditors downloaded and analyzed reports from the County’s accounting 
system, SAP, that depicted travel costs and obtained mileage expense information from 
the County’s payroll system. In addition, auditors obtained monthly “purchasing card” 
transaction data and analyzed the portion of expenditures that related to travel costs.  
Auditors obtained and analyzed records accounting for expenditures of “professional 
development” dollars for travel purposes for employees Countywide.  
 
Trip Information  
 
Auditors obtained logs of authorized trips from the Controller, Social Services Agency 
and numerous other departments. These logs typically list the traveler, the destination, 
the travel authorization document number and similar information. This information 
was analyzed, and served as the basis for determining random and purposive samples 
of travel packets that the County maintains for each trip taken by County employees. 
These packets consist of records showing who was authorized to travel, to what 
destination, on which dates, and for what purpose. These records also show the 
estimated cost of the trips, and indicate who approved the trip and when. Finally, the 
packets contain expense reimbursement claims and supporting materials, such as hotel 
bills and meal receipts, and emails or memos that may explain, question or justify 
expenditures.  
 
Although the travel authorization logs often do not reflect the total cost of a given trip, 
final expense vouchers contained within travel packets do capture all of these costs, 
including mileage reimbursements and travel advances. Since there was no other means 
of adequately assessing trip expenses and other factors, auditors took extensive samples 
of these travel packets. Because this information was all in paper form, the time 
required to obtain this information substantially exceeded preliminary estimates of 
audit hours and delayed the completion of the audit. However, this information was 
essential to obtain a comprehensive understanding of the costs and appropriateness of 
trips.  
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Claims Processing 
 
Trip record samples were drawn from packets processed and maintained by the County 
Controller’s Claims Unit and the Accounts Payable Unit in Social Services. These two 
entities are responsible for processing actual payment for all travel in the County. The 
Social Services Agency’s Accounts Payable Unit processes only the travel expenses and 
reimbursements for the Social Services Agency; all other departments’ expenses are 
processed by the Controller’s Office. On an annual basis, the Controller’s Office, which 
has ultimate authority for travel payment processing under the County Travel Policy, 
reviews the Social Services Agency’s processing to ensure consistency and compliance 
with the Travel Policy. The samples of travel packets that were drawn included both 
random and purposive samples, and spanned all three years of the audit period, as 
follows: 
 
Random samples: 
 

• 90 packets drawn at random from an estimated 6,021 trips made by Social 
Services Agency employees, with 30 packets from each of the three years;  

 
• 302 packets drawn at random from an estimated 2,163 trips made by Valley 

Medical Center employees, with 10 packets from each of the three years; 
 

• 90 packets drawn at random from an estimated 8,149 trips made by employees 
from all other County departments, with 30 trips drawn from each year; 

 
Purposive Samples: 
 

• 218 non-random packets drawn based on foreign and non-continental U.S. 
destinations (100 percent of these destinations were reviewed) and a subset of 
trips that travel logs indicated cost at least $2,000 for all departments except 
Social Services; 

 
• Five Hawaii trips taken by Social Services staff, which was the entirety of non-

continental U.S. trips taken by Social Services staff during the three years 
reviewed. 

 
In all, auditors obtained 433 travel packets, including 210 packets that were randomly 
drawn from the estimated 16,333 trips made over the three years by County staff. Each 
packet was analyzed systematically, with each trip assessed for at least 43 factors, such 
as the traveler’s name and department, the trip destination, the total cost of the trip, the 
name and star rating of the travelers’ hotels, the nightly hotel rates, the types of rooms 
chosen, and dozens of other factors.  
 

                                                
2 Fewer random samples were drawn for Valley Medical Center trips because the hospital staff was overrepresented 
in purposive sampling. 
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General Conclusions  
 
Beyond the findings and recommendations presented in the subsequent sections of this 
report, based on the cumulative understanding of travel gained through the field work 
and analysis described above, auditors drew the following general conclusions: 
 

• County employees take about 5,500 trips per year, with most trips conducted to 
carry out primary job functions (such as a social worker conducting a mandatory 
child visit); 

• The vast bulk of authorized travel appears necessary, well documented and 
appropriately approved; 

• With the exception of certain mileage costs discussed later in this Introduction, 
most authorized travel is carried out at reasonable expense; 

• Travel arrangements and expenses generally comply with County policies; 
• The processing of travel authorizations and expense payments is paper-

intensive, bureaucratic and administratively burdensome, particularly with 
regard to small expenses. The Finance Director states this level of bureaucracy is 
intentional, as it is supposed to impede spending.  

• Significant numbers of travelers make effective efforts to conserve County funds 
when traveling, such as by sharing modestly priced hotel rooms, even though 
the County Travel Policy does not require double occupancy and does not cap 
hotel rates. 

• Both the Controller’s Office and the Social Services Agency Accounting Divisions 
conduct very thorough reviews of expense claims to ensure compliance with 
County travel policies and ordinances, and, in general, other departments 
scrutinize their employee’s travel plans and expenses thoroughly.  

 
Travel for the County is considerably varied. While at least 80 percent of travel is within 
California, some trips are to Europe, Asia, and Africa. While the typical County traveler 
stays in $125-per night hotels, and some travelers have per night hotel rates of $250-
$275 questioned or denied by their departments, some travelers stay in rooms with rates 
as high as $450 to $549. Most travel expenses are tightly controlled and carefully 
reviewed by departments and the Controller’s Office and/or Social Services fiscal staff, 
and there are frequent instances of payments for small dollar amounts, such as expenses 
of less than $1, being denied if they are not authorized by County policy. In contrast, as 
described in other sections of this report, some comparatively large travel expenses 
receive minimal review.  
 
Travel Expenditures by Budget Unit 
 
Table I.1 on the following page summarizes identifiable travel expenditures for the 
most recent year available by budget unit. The most recent data available is for FY 2008-
09 for most costs, and Calendar 2008 for mileage reimbursements. 



Introduction 

Board of Supervisors Management Audit Division 

6 

Table I.1 

Travel Expenditures by Budget Unit for the Most Recent Year 

 
Source: Controller’s Office and Procurement Department 

 

Budget Unit

Travel Costs 

(Advanced & 

Reimbursed in 

FY09)

Travel Costs 

(Charged to P-

Cards in FY09)

Travel Costs 

(Charged through 

Travel Agency in 

FY09)

Mileage Costs 

(Processed through 

Payroll in CY08)

Total Travel Costs 

in FY 2008-09

235 DOC Contract -                               -                               -                               552                               552                               
135 Fleet Services -                               944                               1,329                            -                               2,273                            
509 IHSS -                               -                               349                               2,140                            2,490                            
112 Tax Collector 1,248                            586                               278                               590                               2,702                            
113 Local Agency Formation 2,754                            -                               303                               91                                 3,149                            
411 Vector Control 2,209                            1,699                            -                               395                               4,303                            
148 Dept. of Revenue 2,034                            -                               1,655                            807                               4,497                            
210 Pretrial Services 995                               1,976                            1,336                            232                               4,539                            
260 Planning and Development 2,379                            8                                   -                               2,912                            5,299                            
414 Children's Shelter and Custody Health 1,843                            -                               809                               2,991                            5,643                            
293 Medical Examiner/Coroner 5,729                            234                               917                               55                                 6,935                            
168 Office of Affordable Housing 319                               5,465                            -                               1,997                            7,781                            
725 Valley Health Plan 5,824                            2,482                            225                               1,716                            10,247                          
190 Communications Dept 4,108                            2,021                            1,547                            3,455                            11,132                          
118 Procurement 66                                 10,087                          370                               2,808                            13,331                          
608 Airports Dept. -                               12,518                          -                               1,097                            13,615                          
114 County Recorder 2,684                            7,170                            3,527                            941                               14,321                          
240 Dept. of Correction 9,421                            5,572                            -                               405                               15,398                          
132 Risk and Insurance 9,068                            -                               4,491                            3,453                            17,012                          
106 Clerk of the Board 13,677                          3,586                            812                               121                               18,196                          
145 Information Services Dept. 15,142                          4,231                            1,453                            5,423                            26,249                          
204 Public Defender 9,282                            2,529                            6,102                            8,714                            26,627                          
603 Roads Dept. 22,712                          4,702                            2,169                            784                               30,367                          
110 Controller-Treasurer 18,893                          6,784                            3,948                            2,310                            31,935                          
140 Registrar of Voters 9,458                            13,128                          4,534                            4,879                            31,999                          
120 County Counsel 9,838                            3,785                            5,886                            12,639                          32,148                          
220 Superior Court (185)                              -                               -                               32,402                          32,217                          
101-105 Board Offices 13,424                          9,055                            6,781                            4,917                            34,176                          
263 Fleet and Facilities 4,005                            14,820                          3,475                            12,804                          35,103                          
262 Ag and Environmental Mgt 19,553                          5,458                            3,708                            8,839                            37,557                          
418 Community Health Svcs 8,977                            -                               2,875                            25,716                          37,568                          
904 Fire District 30,191                          -                               5,501                            2,882                            38,575                          
200 Dept Child Support Svcs 15,722                          14,542                          5,564                            3,018                            38,845                          
610 Library 10,378                          5,474                            6,988                            16,994                          39,833                          
130 Employee Services Agency 8,661                            30,565                          3,617                            2,628                            45,471                          
710 Parks and Recreation 9,526                            33,304                          3,402                            3,659                            49,891                          
203 Crime Lab 14,740                          28,460                          13,698                          810                               57,708                          
107 County Executive's Office 25,091                          13,970                          10,958                          14,421                          64,440                          
261 Dept. Env. Health Dept. 31,354                          7,485                            5,677                            31,586                          76,102                          
417 Dept of Alcohol and Drug Svcs 15,833                          -                               3,757                            81,127                          100,717                        
115 Assessor's Office 52,951                          26,631                          17,062                          50,489                          147,133                        
246 Probation Department 51,793                          44,825                          44,180                          29,840                          170,638                        
230 Sheriff's Office 131,079                        24,675                          53,894                          436                               210,084                        
412 Mental Health Dept. 68,412                          28,657                          12,382                          102,362                        211,813                        
202 District Attorney's Office 82,902                          72,956                          90,169                          22,445                          268,473                        
410 Public Health Dept. 93,839                          38                                 19,875                          174,946                        288,699                        
921 Valley Medical Center 827,243                        85,321                          38,127                          154,588                        1,105,279                     
501 Social Services Agency 340,441                        55,211                          278,870                        504,237                        1,178,759                     

GRAND TOTAL 2,005,611$                590,009$                   671,272$                   1,342,102$                4,611,820$                



Introduction 

Board of Supervisors Management Audit Division 

7 

As shown in Table I.1, the County spends at least $4.6 million per year on travel, which 
equals about $303 per employee, with the Social Services Agency and Valley Medical 
Center collectively spending nearly 50 percent of this total. About 19 percent of 
Countywide annual travel expenditures are made by public safety, law enforcement 
and justice employees, particularly District Attorney and Sheriff’s Office staff. Much of 
the remaining travel costs are expended by the employees of health services other than 
the hospital, such as the Public Health Department and the Mental Health Department. 
Excluding the hospital and Social Services, the remaining budget units’ average annual 
travel spending is less than $47,000 per year, including mileage reimbursement.  
 
As discussed in more detail later in this Introduction, the expense totals presented in 
Table I.1 do not include any travel payments made through “direct pay” codes other 
than those processed by the Controller’s Office. There are more than 100 such codes, 
and they are used to process many millions of dollars in expenses every year, including 
travel expenses. The amount of travel expenditures through these codes is not 
identifiable, and could not be estimated within the time available. Therefore, the total 
amount that the County spends on travel is undetermined, but exceeds $4.6 million per 
year. The amount of travel expenses paid through the direct pay process may be 
significant, as discussed in the Topics for Additional Review subsection of this 
Introduction. 
 
Travel Policies and Processes  
 
County travel is governed by County Ordinance Code Division A31, which requires 
County travel policies to be set forth in a Travel Policy Desk Reference Manual. For ease 
of discussion, all references to the “County Travel Policy” mean the 2006 edition of this 
manual and its attachments. The policy and the ordinance code division are provided in 
full as Attachments A and B to this report.   
 
In general, most employee travel must be authorized in writing in advance if it involves 
airfare, a travel funds advance or an overnight stay. Travel outside the continental 
United States requires authorization by the County Executive. Most travel is arranged 
by “travel coordinators,” usually administrative or secretarial staff, who typically have 
numerous additional duties.  
 
Profile of County Travel Destinations, Expenses and Travelers 
 
Auditors sought to understand which County employees travel to which destinations, 
for what purpose, at what cost, and by what means. The intent of this analysis was to 
determine whether potential efficiency improvements could be identified. Based on the 
travel packet samples as previously described, the following characteristics of County 
travelers were determined. 
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All Travelers Countywide 
 
Traveling with Non-Employee Companions 
  
For all samples taken, total travel expenses were greater for trips taken by employees 
who brought along family members, compared to employees traveling alone. This is 
true even though the County Travel Policy prohibits payment of any expenses for travel 
companions, and even though overt expenses for companion travelers are in fact 
systematically and consistently denied. Auditors speculate that the higher costs result 
from travelers making somewhat subtle changes in their travel choices as a consequence 
of the presence of traveling companions. For example, even though flight expenses for 
employees’ family members are never paid by the County, employees traveling with 
family members may choose a flight schedule that is comfortable for a spouse or 
children, which may result in higher airfare for their own County-paid ticket. 
Alternatively, it may also be that County employees are more likely to bring family 
members along when trips are comparatively long, and the greater cost may be a 
function of the length of stay, rather than discretionary travel choices per se.  
 
Questionable Trips 
 
Besides the questionable trips made by some Valley Medical Center employees, as 
described in Section 2 of this report, of the 215 trips examined for other travelers, only a 
few raised significant questions as to the appropriateness of the travel itself, or the 
associated expenditures. Three such trips are briefly described below: 

 
• One employee was authorized to go to “New York,” to conduct two weeks of 

legally mandated work. Specific authorized destinations were not identified in 
the records. Although he did not have the required written authorization to 
travel internationally, he drove a rental car to Canada, where he spent a 
weekend. Later in the trip, he spent a third night in Canada. His department was 
unaware of the Canadian legs of the trip until auditors inquired about the basis 
for the international travel. The County would have incurred the overnight 
lodging expenditures anyway for the employee to remain in New York State. 
Because the hotel expenses were lower in Canada than in New York, the 
Controller’s Office has indicated that the Canadian legs actually saved the 
County money, even after accounting for the additional fuel expenses due to the 
employee driving hundreds of additional miles. 

 
• A traveler was paid $431 in mileage reimbursement to drive from San Jose to 

Anaheim.  Either a flight plus shuttle, or use of a County car, or rental of a 
private car, probably would have been cheaper. The hotel bill shows that the 
employee lodged with two children. He also claimed reimbursement for four 
breakfasts even though the hotel provided "full" breakfast.  He justified the 
breakfast expense by claiming that since the conference started at 8:00 a.m., he 
could not get up early enough to have the free breakfast, so he ate at a restaurant 
at 10:30 during the conference break each morning. There was also a "no frills" 
registration option that would have been $125 less, but he didn't take it. 
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• A County employee served on the planning committee of a non-profit 
organization related to his profession. The organization held a conference in 
Monterey, which the employee attended. The employee received reimbursement 
for additional travel expenses before and after the conference, based on a request 
of the non-profit’s director that the employee assist the organization with its 
efforts before and after the conference. His travel expenses included a day when 
the pre-conference agenda included only a golf tournament, registration, a wine 
event and hospitality. 

 
An overview of the characteristics according to each sampled travel group follows. A 
table of statistical highlights from the randomly sampled trips is presented as Table I.2 
on page 16. A table of statistical highlights from the high-cost and/or distant trips 
sample are presented in Table I.3 on page 22.   
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Characteristics of Travel by Social Services Agency Staff  
 
Estimated Annual Expense: $1.18 million, including mileage reimbursement3  
Average Annual Trips Requiring Written Authorization: 2,007 
Estimated Average Trip Cost: $307 
Proportion of Countywide Annual Trips Requiring Written Authorization: 36.3 percent 
Proportion of Countywide Annual Travel Expenses, Including Mileage: 24.3 percent 
 
During the three-year period that ended June 30, 2009, Social Services Agency 
employees took 6,021 authorized trips.   

Random Sample of Trips Taken by Social Services Staff 
 
SSA Purpose of Travel 
 
In the random sample of trips reviewed for this audit, 89 percent of Social Services trips 
were taken for work functions, such as to conduct a home visit or placement or to 
attend a meeting or training session. Only 11 percent of trips were taken to attend a 
conference.   
 
SSA Primary Travelers 
 
The majority of travel (nearly 56 percent) was carried out by employees of the 
Department of Family and Children’s Services (DFCS), while 28 percent of trips were 
taken by staff in the Administrative Office, 14 percent by staff in the Department of 
Employment and Benefit Services, and just one percent in the Department of Aging and 
Adult Services.  
 
SSA Primary Destinations  
 
Ninety percent of trips were taken within California, with the Sacramento/Folsom area 
being the top destination, accounting for almost 37 percent of all sampled trips. Almost 
16 percent of trips were within the Bay area, and 11 percent were to the Los 
Angeles/Orange county area. Almost 9 percent were out-of-State but within the United 
States., and 1 percent were international. 
 
SSA Duration and Cost 
 
The average trip took 1.5 days and cost $307. The average cost per day was $164.  The 
single largest expense overall was for hotels (23 percent of total expenditures), followed 
by registration fees (22 percent), airfare (21 percent) and mileage (19 percent). 
 
SSA Vehicles and Mileage 

Half of the travelers in the sample utilized the employee’s personal vehicle, requiring 
mileage reimbursement. The average reimbursement amount was $114. Twenty-two 
                                                
3 The entire mileage reimbursement expense is included in this total, even though it includes reimbursement for 
driving not associated with the average 2,007 trips.  
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percent of trips used a County car; 16 percent of trips did not require a vehicle at all; 9 
percent involved a rental car; and in 3 percent of trips, the employee carpooled with 
another traveler. Most travelers to the Sacramento/Folsom area drove their own 
vehicles and claimed reimbursement (approximately $140). 
 
SSA Lodging 
 
Barely more than a quarter of trips included hotel costs, and the average nightly rate, 
before taxes, was $111.  The lowest rate was $29 for a hotel room at a Best Western in 
Mexico. The highest rate was $263 for a hotel room at the Fairmont Hotel in San 
Francisco.  In that case, the room expense was questioned by the agency’s fiscal staff, 
and the traveler was instructed to use the County travel agency for future hotel 
bookings. The average hotel star rating was 3.2, and there were no five-star hotels in the 
90 trips reviewed.   
 
SSA Efforts to Minimize Costs 
 
This review indicated there were many instances in which employees selected basic, 
frugal travel options.  For example: 
 

• One social worker submitted a receipt for a $3 lunch while on a day-long child 
visit in the Central Valley. Without a receipt, the employee would have been 
entitled to $8 for lunch. 

• One traveler left her home in the San Jose area at 6:00am for a 9:00am to 4:00pm 
meeting in Sacramento, rather than stay over in a hotel the night before the 
meeting. 

• At least three trips did not include vehicle costs because the traveler carpooled 
with another County employee. 

• At least one day-long trip did not include any meal expenses. 
 
Additionally, the department carefully questions and controls trip expenses. For 
example: 

 
• At least three meals reimbursements were denied because food was provided 

either on the plane or at a conference.   
• Reimbursement for regular airport parking was denied and paid instead at the 

long-term parking rate.   
• A meal tip was recalculated for a difference of less than $1. 

In addition to the random sample, auditors reviewed all of the trips taken by Social 
Services employees to Hawaii. There were five such trips during the three-year period. 
The purpose of each of these five trips was to carry out legally mandated casework 
(visitation and placements) related to dependent children on behalf of the Department 
of Family and Children’s Services.  The average hotel rate before taxes was $132, and 
the average total trip cost was $1,095.  
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Characteristics of Travel by Valley Medical Center Staff 
 
Estimated Annual Expense: $1.1 million, including mileage reimbursement4  
Average Annual Trips Requiring Written Authorization: 721 
Estimated Average Cost per Trip: $1,059 
Proportion of Countywide Annual Trips:  13.0 percent 
Proportion of Countywide Annual Travel Expenses: 24.0 percent 
 
Travel logs provided by the Controller’s Office listed all trips authorized for employees 
of Valley Medical Center (VMC.) Over the three years, there were 2,163 authorized trips 
taken, excluding canceled trips. 

Random Sample of Trips Taken by Valley Medical Center Staff  
 
VMC Purpose of Travel, and Trip Duration and Cost 
 
Based on the random sample, most (73 percent) trips were for employees to travel to 
conferences. Most of the rest were for training or business meetings. The average trip 
took 3.4 days and cost  $1,059. 
 
VMC Primary Destinations  
 
Forty percent of randomly sampled trips were taken to destinations outside of 
California but within the continental U.S.; 57 percent were taken in-State; and 3 percent 
were to non-continental destinations. The single most common destination was San 
Francisco, CA (20 percent), followed by San Jose, CA5 (7 percent) and Las Vegas, CA (7 
percent). These three destinations represented approximately 33 percent of all 
destinations. 

VMC Lodging and Meals 
 
Sixty-three percent of travelers stayed overnight at County expense, in hotels with an 
average rating of 3.9 stars. These travelers stayed an average of 2.8 nights, at an average 
nightly rate of $170. Seventy-five percent of hotels were four- or five-star 
accommodations.6 Of the trips for which records showed that a discounted group rate 
was offered to County participants, 18 percent stayed overnight at a rate higher than the 
lowest rate offered. At least 38 percent of trips were reimbursed for meals in addition to 
those offered by the hotel or conferences.  

                                                
4 The entire mileage reimbursement expense is included in this total, even though it includes reimbursement for 
driving not associated with the average 741 trips. 
5 As previously noted in this introduction, “travel” includes trips requiring written authorization, regardless of 
destination.  
6 Physicians often choose to stay in a hotel where the conference is being held, or to stay in a hotel where a block of 
rooms has been reserved, usually at a special rate, for conference attendees.  These hotels tend to be upscale. 
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VMC Mileage 

Mileage was billed to the County in only 43 percent of trips. Of these, the average cost 
of mileage per trip was $94.  

 
VMC Companion Travelers 
 
At least 20 percent of travelers brought along non-County companions, including 
children.  
 
VMC Continuing Medical Education 
 
An average of 22.0 CME credits were available to travelers, with 15.9 credits (72 
percent) claimed on average.  

VMC Efforts to Minimize Costs 
 
Similar to SSA, the auditors found instances in which VMC employees traveled in ways 
that minimized the County’s costs, as follows: 
 

• Two physicians traveled to San Francisco, CA for a conference and shared a hotel 
room for one night. 

• Three other physicians attended conferences in San Francisco, CA and did not 
stay at a hotel, but rather stayed at home and commuted to the city each day. The 
length of their conferences was two, four and five days, respectively. 

• Another physician traveled to Seattle, WA for a conference and used his credit 
card miles to book his airfare, so that the County did not incur the cost. 

• Two VMC employees who are not physicians traveled to Atlanta, GA for 
training and shared a rental car to travel to and from the training site. 

 
In a separate sample of high cost and/or distant trips, which is discussed later in this 
Introduction, the auditors also identified a trip involving an occupational therapist and 
physical therapist who traveled to Vancouver, Canada for a three-day conference and 
shared a hotel room. 
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Characteristics of Travel by All Other Employees 
Estimated Annual Expense: $2.38 million, including mileage reimbursement7 
Average Annual Trips: 2,806 
Estimated Average Cost per Trip: $616 
Proportion of Countywide Annual Trips: 50.7 percent 
Proportion of Countywide Annual Travel Expenses:  51.7 percent 

During the three-year period ending June 30, 2009, there were 8,149 trips taken by 
employees other than Valley Medical Center and Social Services Agency staff, 
excluding canceled trips. These trips were undertaken by the employees of 44 different 
budget units; the single most common department was Probation, which undertook 928 
(11 percent) of trips.  

Random Sample of Trips Taken by All Other Staff8 
 
Other Employee Travel Purpose 
 
Based on randomly sampled travel packets, roughly one-third were for work purposes, 
one-third were for training purposes, and one-third were for conference purposes. 

Other Employee Destinations 
 
Eighty-four percent of trips were to California destinations, and there were no 
international or non-continental U.S. trips in the sample. Of the California trips, 22 
percent were within the Bay area, 21 percent were to the Sacramento area, and 17 
percent were to Southern California destinations such as San Diego or Los Angeles.  
 
Other Employee Mileage 
 
Twenty-nine percent of travelers were reimbursed for mileage in their personal 
vehicles, at an average cost of $110. Most travelers to the Sacramento/Folsom area drive 
their own vehicles and claim reimbursement (approximately $140). The highest amount 
reimbursed for mileage was $431 for a trip to Anaheim. Note that the issue of mileage 
reimbursement is discussed in more detail in the Topics Requiring Additional Review 
subsection of this Introduction.  
 
Other Employee Travel Duration and Expense 
 
The average trip taken by other employees took three days and cost $616. The average 
cost per event day9 was $217. Overall, the largest portion of expenditures was for hotels 
(35 percent of total expenses), followed by registration fees (33 percent of total 
expenses) and airfare (14 percent of total expenses.)  

                                                
7 The entire mileage reimbursement expense is included in this total, even though it includes reimbursement for 
driving not associated with the average 2,806 trips. 
8 That is, employees in departments other than those in the Social Services Agency and the Valley Medical Center.  
9 “Event days” are a subset of travel days; travel days include all the event days plus other days that may have been 
used for travel.   
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Other Employee Lodging  

Almost 60 percent of trips taken by other employees include hotel costs paid by the 
County10.  The average nightly rate, excluding taxes, for these trips was $124. The lowest 
nightly rate was $54 for a hotel room at the Anaheim Plaza Hotel in Anaheim, CA, and 
the highest nightly rate was $399 for a three-star hotel room in Washington, DC.   The 
average star rating of the hotels was 3.3. 

  
At least 5.6 percent of travelers shared a room; one pair of travelers shared an $84-per 
night hotel room. It’s likely that additional travelers shared a room since there were 
additional trips in the sample that would have required an overnight stay but that do 
not reflect hotel costs. It’s likely these hotel costs were captured on the sharing 
employee’s expense voucher. This evidence is consistent with statements made in 
interviews with travel coordinators and managers of several departments. A number of 
employees seek out opportunities to share rooms, or stay in frugal accommodations. 
For instance, one travel coordinator reported that her superior, a high level manager, 
insists on no-frills lodging, and that she once booked a $42-per night room for him at a 
Travelodge. 

Other Employee Vehicles 

Similarly, several travelers in the sample carpooled with other County employees. At 
least five travelers took day-long trips without claiming any meal reimbursements. 

Other Employee Meals and Tips 
 
The sample showed that the Controller’s Office maintains strict control over the trip 
expense payment process for these employees, particularly making painstaking reviews 
of meal and tip expenses. For example, the Controller paid $16.09 instead of $17.14 on a 
meal because the tip was found to exceed the maximum 15 percent allowable.  

                                                
10 Some travel costs are reimbursed by grants. 
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Summary of Randomly Sampled Trips 
 
Table I.2 provides a summary of highlights from the randomly sampled trips for the 
Social Services Agency, Valley Medical Center and all other departments. 

 
Table I.2 

 
Statistical Highlights of Randomly Sampled Trips 

 

Social Services Valley Medical All Other Depts

Average Trip Length 1.5 Days 3.4 Days 3 Days

Average Estimated Trip Cost $307 $1,059 $616

Percent of Travel for Conferences 11% 73% 33%

Percent Out of State 10% 43% 16%

Percent Out of Continental U.S. 1% 3% 0%

Trips with Hotel Stays 25% 63% 60%
         For These, the Average Nightly Room Rate $111 $170 $124

         For These, the Average Hotel Star Rating 3.2 3.9 3.3

Randomly Sampled Trips
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High-Cost and/or Distant Trips  
Estimated number per year: Unknown 
 
 
In addition to the random samples, records were purposively sampled for each of the 
past three fiscal years based on cost and destination. The auditors pulled all 123 
international trips and trips to the non-continental United States (i.e., Hawaii and 
Alaska) reflected in the County Controller’s logs of authorized trips. Auditors also 
sampled 95 other trips, regardless of destination, that cost more than $2,000. This 
resulted in a total sample of 218 trips. Of these comparatively expensive, distant trips, 
86 percent (188) were made by Valley Medical Center staff. Of the remaining 30 trips, 
staff of the Sheriff’s Office took the single most trips at six. Of these six trips, at least two 
were predominately grant funded, resulting in relatively little cost to the County, one 
was a six-week training for a new member of the bomb squad, two were highly 
specialized local training programs for which the County only paid registration fees, 
and one was out-of-state training required for a helicopter pilot’s recertification. 
Because of differences in how VMC and other departments travel, they are discussed 
separately below. 
 
Total Cost and Cost Per Day for High-Cost/Distant Trips 
 
Valley Medical Center 

• The total net cost to the County for the 188 trips was $539,328, for an average cost 
of $2,869 per trip. (On average, these staff had 7.9 training or event days, for an 
average event-day – excluding travel days – cost of $363.) Of this cost, 27 percent 
on average was for conference or event registration expenses. The remainder was 
for hotels and other expenses necessitated by the travel itself. The most 
expensive trip cost $7,800, which was for tuition only for an intensive medical 
training program during the 2008-09 academic year in San Francisco, CA. The 
least expensive trip cost $996 and paid for registration and lodging for a 
physician’s medical conference in Oahu, HI. The County paid for only a portion 
of the physician’s expenses because that was the amount left in an account 
allocated to physicians for such costs. 

 
All Remaining Departments 

• The total net cost to the County for the 30 trips was $106,840, for an average cost 
of $3,561 per trip. These trips averaged 14 training or event days – excluding 
travel days – for an average event-day cost of $254. On average, most of the trip 
expenses (74.1 percent) were for registration costs, with about 26 percent of 
expenses on average going toward hotels and other expenses necessitated by the 
travel itself. The most expensive trip sampled cost $7,808 and paid for travel to 
Grand Prairie, TX for a Sheriff’s Office contractor helicopter recertification. 
Registration comprised the majority of the cost at $6,745. 
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Travel Purpose for High-Cost/Distant Trips 
 
Valley Medical Center 

• Nearly all trips, 174 or approximately 93 percent, consisted of employees 
traveling to medical conferences. An additional 13 trips (7 percent) were for other 
types of training, and one trip (1 percent) was for a physician’s sabbatical. 

 
Other Departments 

• Sixteen trips (53 percent) consisted of employees participating in training 
separate from conferences. An additional 10 trips (33 percent) were for 
conferences, one trip (3%) was for a meeting and three trips (10 percent) were for 
various other events. 

 High-Cost/Distant Trips Destinations 
 
Valley Medical Center 

• The single most common destination was Maui, HI (16 percent), followed by 
Oahu, HI (11 percent) and Hawaii’s Big Island (10 percent). These three 
destinations represented approximately 37 percent of all VMC destinations. 
 

• Seventy-eight trips (41 percent) were taken to the non-continental U.S. with an 
average cost of $3,085 per trip. Of these, 77 trips were taken to the islands of 
Hawaii, costing the County a total of $238,358 over the three-year period. This 
represents 44 percent of total high-cost sample expenses to all destinations. 

 
• Out of State travel within the continental U.S. accounted for 54 trips (29 percent) 

at an average cost of $2,625 per trip. 
 
• One trip (1 percent) was taken to multiple domestic and overseas destinations at 

a cost of $2,788. 
 

• An additional 40 trips (22 percent) were taken to international destinations with 
Toronto, Canada and Vancouver, Canada being the two most common. The 
average cost per trip was $2,640. 

 
• Only 15 trips (8 percent) were taken in-state at an average cost of $3,234 per trip. 

 
Other Departments 

• There was no single most common destination. 
 
• In-state travel accounted for 15 trips (50 percent) at an average cost of $3,293 per 

trip. 
 

• Out of state destinations within the continental U.S. accounted for 11 trips (37 
percent), at an average cost of $4,810 per trip. 

 
• Three trips (10 percent) were taken to International destinations at an average 

cost of $1,280 per trip. (One trip was entirely grant funded.) 
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• Only one trip (3 percent) was taken to the non-continental U.S. (Hawaii) at a cost 
of $1,804. 

 
Airfare for High-Cost/Distant Trips 
 
Valley Medical Center 
• Nearly all travelers, (93 percent) took a plane at County expense to their destination. 

The average County airfare, including all taxes, charges and fees, for those 
individuals was $573. The most expensive airfare paid was $3,569 to Durban, Africa, 
and the least expensive airfare paid was $119 to San Diego, CA.  

 
Other Departments 
• Forty percent took a plane at County expense to their destination. The average 

County airfare, including all taxes, charges and fees, for those individuals was $535.  
 
Rental Car Expenses High-Cost/Distant Trips 
 
Valley Medical Center 
• Sixty-five travelers (35 percent) rented a car, at an average cost of $38 per day. In 

addition, only 24 of the 65 travelers who rented a car asked for their fuel cost to be 
reimbursed at an average cost of $43. 

 
Other Departments 
• Only three travelers (10 percent) rented a car, at an average cost of $29 per day. In 

addition, only one of the three travelers who rented a car asked for his/her fuel cost 
to be reimbursed at a cost of $148. 

 
Lodging Expenses for High-Cost/Distant Trips 
 
Valley Medical Center 

• Nearly all of the trips, 180 or 96 percent, resulted in overnight lodging at County 
expense. Of these, the traveler stayed an average of 5.2 nights, at an average 
nightly cost to the County, including taxes and all charges, of $261. 
 

• Of the 180 trips with hotel nights paid for by the County, the single most 
common hotel was the Marriott, at 11 percent of hotel names.  
 

• Of the 167 hotels that a) were paid for by the County and b) had a hotel star 
rating through Tripadvisor.com, the average was 4.0 stars. Of these, 80 percent 
were four- or five-star hotels.11 
 

• Of the 107 trips for which records reflected a group rate was offered to County 
participants, 66 travelers (62 percent) stayed overnight at a rate higher than the 
lowest offered rate. 

                                                
11 Physicians generally stay in either the hotel where the conference is being held, or they stay in a hotel where 
conference organizers have arranged a block of rooms, usually at a special rate, for conference attendees. These 
conference hotels tend to be upscale. 
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Other Departments 
• Sixteen trips (53 percent) resulted in overnight lodging at County expense. Of 

these, the traveler stayed an average of 17.1 nights, at an average nightly cost to 
the County, including taxes and all charges, of $195. 

 
• Of the 16 trips with hotel nights paid for by the County, the single most common 

hotel was the Marriott, at 13 percent of hotel names.  
 

• Of the nine hotels that a) were paid for by the County and b) had a hotel star 
rating through Tripadvisor.com, the average was 3.0 stars. Of these, 22 percent 
were four-star hotels. 
 

• Of the five trips for which records indicated that a group rate was offered to 
County participants, all travelers chose to stay overnight at a rate equal to or less 
than the lowest offered rate. 

 
Meal Expenses for High-Cost/Distant Trips 
 
Valley Medical Center 

• Nearly all travelers (92 percent) were reimbursed for the cost of meals. There was 
documentation of 20 travelers (11 percent) being paid for meals beyond the 
meals included in conference registration or hotel rates.  

 
Other Departments 

• Sixteen travelers (53 percent) were reimbursed for the cost of meals. There was 
documentation of only one traveler (3 percent) being paid for meals beyond the 
meals offered at the travel site. This employee had specific dietary restrictions. 

 
Incidental Expenses for High-Cost/Distant Trips 
 
Valley Medical Center 

• Incidental expenses, such as parking, tolls and tips, were billed to the County in 
77 percent of trips. Of these, the average cost of incidentals per trip was $117. The 
most paid for incidentals was $799, and the least paid for incidentals was $7.33. 

Other Departments 
• Incidentals expenses were billed to the County in 33 percent of trips. Of these, 

the average cost of incidentals per trip was $128. The most paid for incidentals 
was $349, and the least paid for incidentals was $30. 

Mileage Expenses for High-Cost/Distant Trips 
 
Valley Medical Center 

• Mileage was charged to the County in only 9 percent of trips (16). Of these, the 
average cost of mileage per trip was $38. The most paid for mileage was $229, 
and the least paid for mileage was $11.24. 
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Other Departments 
• Mileage was charged to the County in only 10 percent of trips (3). Of these, the 

average cost of mileage per trip was $472. The most paid for mileage was $1,090, 
and the least paid for mileage was $152. 

 
High-Cost/Distant Trip Companion Travelers 
 
Valley Medical Center 

• Of the 188 trips sampled, there was evidence of one or more non-County 
companions in 88 trips (47 percent). Most employees traveled with their 
husband, wife and/or children. 

 
Other Departments 

• Of the 30 trips sampled, there was evidence of one or more non-County 
companions in only two trips (7 percent). These employees traveled with their 
husband, wife and/or children. 

 
High-Cost/Distant Trip CME/CE Credits 
 
Valley Medical Center 

• Records indicate that continuing medical education (CME) credits were available 
to at least 82 percent of all travelers. However, some continuing education credits 
may not be reflected in the available records. 
 

• An average of 25.8 CME credits were available to travelers, while 21.2 credits 
were claimed on average (82 percent.) 

 
Other Departments 

• Records indicate continuing education (CE) credits were available to at least 13 
percent of all travelers. However, some continuing education credits may not be 
reflected in the available records. 

 
• Available records show 21.3 credits were claimed on average. (The maximum 

number of potential credits was unknown.) 
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Summary of Expensive and Distant Trips Sampled 
 
Table I.3 provides a summary of highlights from the expensive and distant trips that 
were sampled for Valley Medical Center and all other departments, except those in the 
Social Services Agency. 
 

Table I.3 
 

Statistical Highlights of Expensive and Distant Trips Sampled  
 

Valley Medical All Other Depts

Average Number of Event Days 7.9 14

Average Trip Cost $2,869 $3,561

Average Amount Spent on Registration $775 $2,639

Average Amount Spent on Hotels, Rental Cars, Airfare, Meals, etc. $2,094 $922

Percent of Trips to Conferences 93% 33%

Percent of Trips to Locations Out of State 93% 50%

Percent of Trips to Locations Outside the Continental U.S. 64% 3%

Percent of Trips with Hotel Stays 96% 53%

  For These, the Average Nightly Room Expense, Including All Charges $261 $195

  For These, the Average Hotel Star Rating 4 3

Expensive/Distant Trips Sample
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Topics Requiring Additional Review 

Occasionally, some issues may be identified during a management audit that are either 
not of sufficient significance to warrant the preparation of a separate finding or would 
require more time to analyze than was available. In such cases, these issues are reported 
in the Introduction so that the Board of Supervisors and County managers are apprised 
of the issue and can take appropriate action or request further exploration of the issue, if 
they deem it warranted. The Management Audit Division identified six such issues, as 
described below. 

Payment of Countywide Travel Expenses by “Direct Pay Code” 
 
The County has several means of processing travel-related expenses. Mileage expense 
reimbursements are processed through the County’s payroll system. Some payments 
are processed through the County’s purchasing cards. Other expenses are reimbursed 
through either the Social Services Agency or the Controller’s Office through either the 
advance payment or actual expenditure reimbursement process. A fourth means of 
payment is through “direct pay,” whereby a department can spend funds directly. The 
County processes hundreds of millions of dollars each year through direct pay, using 
more than 100 codes that cover everything from Grand Jury expenses, utility payments 
to suggestion awards. Some of these expenses may be appropriate for a direct pay 
process. However, some of expenditures processed in this manner are not appropriate 
for a direct pay process. An assessment of direct pay expenditures was outside the 
scope of this audit. Nonetheless, auditors became aware of travel payments having been 
processed through direct pay in a manner that makes such expenditures virtually 
impossible to monitor or count. For example, auditors noticed that hotel and mileage 
expenses have been paid through the “direct pay” code for “tuition reimbursement” 
expenses pursuant to labor agreements. Because these expenses were paid through a 
direct pay code, they were not reviewed, approved or processed by either the 
Controller’s Office or the Procurement Department. All of the County’s hotel and 
mileage costs should follow the same review and processing requirements, and no 
travel expenses should be processed through “direct pay.” Further, auditors have 
concerns about the sheer volume of expenditures, unrelated to travel costs, processed 
outside of the review of the Controller’s Office and the Procurement Department.   
 
Controller’s Claims Unit Staffing 
 
The Claims Unit at one time had eight positions, of which four were dedicated to travel 
and other duties. The four staff involved with travel each spent about half of their time 
on travel payment review and processing, for an equivalent of two full-time staff 
assigned to travel. Each position was assigned a certain number of budget units, and 
they would process travel for just their assignments.  
 
However, as of September 2009, the Claims Unit had only three total positions and all 
three spend part of their time on travel.  Of the eight former positions, one was 
eliminated and one has been held vacant.  That left six filled positions, but three people 
were out on medical or maternity leave.  As a result, only three people staffed the unit, 
which has ultimate responsibility for the payment of some 5,500 travel expense claims 
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annually. In addition to processing travel for their assigned units, claims staff are 
responsible for periodic review of claims processed by Social Services, as well as P-Card 
audits, daily payment processing for the entire County, and the management of the 
vendor master. Therefore, this unit was understaffed as of September 2009. 

Mandatory Use of County Travel Agency  
 
The existing County Travel Policy requires employees to use Giselle’s travel agency to 
book airfare under all circumstances. At present, some County travel coordinators pre-
determine their preferred flights through Internet research. Due to the County policy, 
rather than book the flights directly, they then provide the flight information to the 
travel agency, which then books the requested flight for a fee. The service fees, which 
range from $10 to $15 depending on whether the request is handled via email or by 
telephone, amounted to $30,200 in FY 2007-08. 
 
In theory, employees should not conduct their own research, but should instead 
provide Giselle’s with information regarding their destinations and required 
timeframes and allow Giselle’s to determine the lowest airfare that meets the 
requirements. This in theory would control costs; however, according to the 
Controller’s Office Claims Unit, its own research has indicated that the costs, in 
aggregate, are similar to what County staff could book without the agency. Claims Unit 
research has indicated that some flights are more expensive, some are cheaper, and in 
aggregate, the costs are similar. 
 
The requirement to use the travel agency in all cases sometimes results in unnecessary 
service fees, assuming that individuals who have found a reasonable flight could 
otherwise book it themselves for free. Also, some staff have claimed that the travel 
agency fares are actually higher than what they could book themselves, although, as 
previously noted, the evidence from the Controller’s Office suggests that in aggregate, 
the costs are comparable.  
 
In addition, the agency will not book airfare until it receives a signed travel 
authorization, which sometimes results in more expensive airfare in those instances 
when signatures cannot be obtained prior to airfare increases. By permitting exemptions 
from the mandatory use of Giselle’s by specific departments or divisions, the Controller 
could facilitate more expeditious, and possibly less expensive, booking of airfare, and 
save a small amount of money on service charges. Exempt departments should be 
subject to periodic review and comparison of airfare, and, if costs increase, potential 
revocation of the exemption.  
 
Multiple Travelers  
 
In a random sample of 90 trips made by staff other than Social Services and Valley 
Medical Center, at least 16 percent involved more than one County employee. With the 
exception of training attended in San Jose for registration expenses only for 28 Clerk-
Recorder’s Office staff, these travelers tended to be from the Probation Department or 
the District Attorney’s Office. For example, in FY 2006-07, eight Probation staff were 
sent to a training in Auburn; and 15 were sent to a training in Sacramento. The next 
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year, the Probation Department sent multiple staff to a training in Pasadena. In FY 2006-
07, three staff of the District Attorney’s Office attended a training in Dana Point; and at 
least four attended a conference in Santa Clara. The following year, three staff were sent 
to a training in Santa Barbara. At its next update of the County Travel Policy, the 
Controller’s Office should consider amending the policy to suggest that departments 
seek ways to minimize the number of attendees, such as by sending one employee to an 
event who can then relay information subsequently to non-attendees, or engaging in 
virtual training programs or DVD seminars, and similar alternatives. 
 
Mileage Reimbursement Claims  
 
Travel records that were reviewed in the course of this audit show that individuals 
frequently drive in their personal vehicles when it would be more cost effective to either 
rent a vehicle or drive a County vehicle. According to Fleet Management, any trip in a 
sedan exceeding 85 to 100 miles would be cheaper to complete in a County car 
compared to reimbursement of miles at a 55-cents-per-mile rate. In response to an audit 
of the County Fleet, issued in May 2009, the Board of Supervisors directed the 
administration to develop criteria for determining when a County employee should 
have a County-provided vehicle based on annual miles and/or other criteria.  
 
Since many travelers claim mileage for well more than 100 miles per travel day, 
implementation of a policy requiring employees to take a County car if available when 
driving more than about 85 to 100 miles per day would substantially reduce County 
mileage expenses. Additionally, such a policy would sharply curtail situations in which 
individual employees receive in excess of $10,000 per year in mileage reimbursement, 
while improving the utilization rate of the existing Fleet. As of mid-October, in response 
to the May 2009 audit of the County Fleet, such a policy was being developed by the 
administration.  
 
In addition, as part of this audit, staff in some departments reported that some 
employees have submitted mileage reimbursement claims many months, and even well 
more than a year, after the mileage was driven. At present, the County practice requires 
reimbursements to be within the same fiscal year. The County Controller should 
consider amending the Travel Policy to require employees to either claim 
reimbursement for miles driven within at least three months of travel or forfeit 
reimbursement. This would improve accountability for mileage expenses, as managers 
and supervisors would be more likely to be aware of any questionable claims.    

Development of a Per Diem for Children In Escort 

Employees of the Social Services Agency escort children and minors on court-ordered 
visits to their parent or other family members, or escort them to and from residential 
placements.  Occasionally these may be long trips, including to destinations in the 
eastern United States and in Mexico.  The County Travel Policy does not include a 
provision for expenses for traveling with children or minors in such circumstances.  At 
the commencement of this audit, SSA did not have an established per diem amount for 
children in escort and it was generally left up to the social worker to decide how much 
they spend on a child’s food.  It was reported at the beginning of the audit that there 
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had been instances in which social workers were not reimbursed for expenses they 
incurred to provide food or refreshments for such children. Fiscal staff reported to 
auditors that the Agency was in the process of developing more specific guidelines 
related to expenses for children. 

During the audit period, the Agency finalized new policies applicable to the 
Department of Family and Children’s Services for meals expenses incurred on behalf of 
clients.  The policies allow employees to incur on behalf of clients amounts equal to the 
amounts allowable for employee travel, but a receipt is always required for clients’ 
expenses.  

While this does not constitute a large category of costs, the SSA policy should be 
consistent with the County Travel Policy.  The Board of Supervisors should amend the 
Travel Policy to include a similar provision addressing travel expenses for clients in 
escort. 

Survey of Other Jurisdictions 
 
To gain an understanding of distinctions and similarities between the travel practices 
and policies in Santa Clara County compared to practices in other large California 
counties, a survey was developed and submitted to the 10 largest California counties. 
Other than Santa Clara County, six other counties responded to at least some of the 
survey questions. The respondents were San Bernardino, San Francisco, San Diego, 
Fresno, Los Angeles, and Orange counties.  
 
When appropriate, information from the surveys has been included in various sections 
of this report, or elsewhere in this Introduction. It should be noted that the survey 
responses contain self-reported information. The Management Audit Division did not 
audit or otherwise verify the accuracy of the reported information; therefore, some 
information and comparisons may not be valid. A summary of survey responses from 
each jurisdiction is included as Attachment C. Copies of the full response from each 
jurisdiction are available upon request. 
 
Highlights from the survey responses include: 
 

• The average reported travel expenditure per employee for the five counties was 
$196, significantly less than the estimated $303 for Santa Clara County.  

 
• Orange County, which reported the lowest per-employee travel expenditures of 

all respondents, does not operate a hospital, is the only responding County that 
reports not permitting use of County funds for conferences to Hawaii, Alaska, or 
foreign countries, and is the only responding county that does not have meal 
expense restrictions.  

 
• Of the three responding counties other than Santa Clara County that operate 

hospitals, San Bernardino County reported that its physicians “infrequently” 
travel at County expense to conferences in Hawaii, Alaska, the East Coast or 
overseas, with total conference costs exceeding $2,500 per physician per trip. 
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Neither San Francisco nor San Diego counties provided information on the topic; 
Santa Clara County reported that such trips are “common.” 

 
• San Bernardino reported that its physicians have designated “professional 

development” funds, but that none of these funds are used to pay for travel 
expenses, and physicians do not have separate funds designated for travel. In 
Santa Clara County, physicians may have up to $4,500 per year of County funds 
to spend on travel if they so desire. 

 
• San Diego County reported that its physicians would not be reimbursed for 

travel expenses on a day when the physician does not attend a conference that is 
in session. Santa Clara County does not require attendance for reimbursement of 
travel expenses. 

 
• The two counties that reported having large numbers of purchasing cards (p-

cards) that are used for travel expenses also reported that they frequently spend 
administrative time to collect reimbursement from employees for small, 
unauthorized p-card charges. These are Santa Clara and San Bernardino 
counties; counties with few p-cards reported that such administrative hassles are 
rare. 

 
• San Francisco and Fresno counties have straight meal per diems and do not 

require meal receipts; San Diego County has meal per diems governed by each 
department’s receipt requirements.  San Bernardino County reports operating as 
Santa Clara County does, which is to offer per diems without receipts, but to pay 
a higher rate with receipts. The un-receipted total daily per diem in Fresno and 
San Bernardino counties is $34, which is $4 more than Santa Clara County’s $30. 
Not surprisingly, San Diego and Santa Clara counties report their meal expense 
processing is “extremely” administratively burdensome, while Fresno reports 
“minimally” burdensome processing. 

 
• All counties except San Diego County reported permitting employees to keep for 

their own personal use frequent flier miles earned when traveling at County 
expense. San Diego County reports that it does not have a policy on this issue. 

 
• San Francisco, San Diego, Los Angeles and San Bernardino counties all cap hotel 

expenses. Fresno, Orange and Santa Clara counties do not. 
  

• Of the seven responding counties, five reported reducing travel costs in light of 
budget problems. San Francisco, Fresno and Orange counties reported cutting 
their travel budgets, with Orange reporting that it has restricted “non-critical 
travel to conferences.” 
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Recommendation Priorities 
 
The priority rankings shown for each recommendation in the audit report are consistent 
with the audit recommendation priority structure adopted by the Finance and 
Government Operations Committee of the Board of Supervisors, as follows: 
 
Priority 1:  Recommendations that address issues of non-compliance with federal, State 
and local laws, regulations, ordinances and the County Charter; would result in 
increases or decreases in expenditures or revenues of $250,000 or more; or, suggest 
significant changes in federal, State or local policy through amendments to existing 
laws, regulations and policies. 
 
Priority 2: Recommendations that would result in increases or decreases in 
expenditures or revenues of less than $250,000; advocate changes in local policy 
through amendments to existing County ordinances and policies and procedures; or, 
would revise existing departmental or program policies and procedures for improved 
service delivery, increased operational efficiency, or greater program effectiveness. 
 
Priority 3:  Recommendations that address program-related policies and procedures 
that would not have a significant impact on revenues and expenditures, but would 
result in modest improvements in service delivery and operating efficiency. 
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Section 1.   Meeting Charter Requirements for Travel Expense 
Limits and Improving the Reimbursement Process 

Problem 

• The Santa Clara County Charter requires that the “maximum price” for travel 
expenses “be fixed by ordinance for management employees.” The County 
Ordinance Code also requires “limits” and “maximum amounts” for travel 
expenses. At present, the County has no maximum rates for lodging or 
transportation expenses, and, although mileage rates and meal expense caps exist, 
they are not set by ordinance. Further, current policies incentivize employees to 
submit receipts for meal reimbursement, which creates a costly administrative 
and accounting cycle since an estimated 4,000 trips involving reimbursement for 
meals occur annually. 

 
Adverse Effect 

• As a result, some County travelers incur excessive costs for lodging, airfare, and 
rental cars, among other costs.  

• In addition, the County Travel Policy provision permitting employees to submit 
receipts for hotel and meal expenses, rather than obtaining reimbursement solely 
on a per diem basis, results in administrative inefficiencies that increase 
personnel costs and could be avoided without adversely affecting the financial 
interests of the County or employees who travel on County business. Among the 
more than 4,000 reimbursement requests, receipt documentation for a single trip 
amounted to as much as 89 pages, and individual issues in dispute involved as 
little as 60 cents. 

Recommendations, Savings and Benefits 
• The Board of Supervisors should amend the County Ordinance Code to provide 

for travel expense limits on a per diem basis, based on rates established for 
federal employees, and revise the Travel Policy to require the use of federal per 
diem rates for most meal and hotel expenses, except as otherwise provided in the 
Travel Policy to accommodate extraordinary circumstances. These changes would 
result in compliance with the Charter and Ordinance Code and reduce 
administrative expenses, saving the County an estimated $155,000 annually. 

Travel Expense Limit 

Section 710 of the Santa Clara County Charter states that whenever County officers or 
employees are authorized by the Board of Supervisors or County Executive to travel, 
they shall be reimbursed for actual and necessary expenditures for mileage, 
transportation, lodging and meals. As shown in Attachment D, the Charter further 
states: 
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“The maximum price to be paid for mileage, transportation, lodging and 
meals may be fixed by agreement with a recognized employee 
organization but such matters shall be fixed by ordinance for management 
employees and shall be uniform for all such employees including elected 
county officers.”  

In fact, there is no County ordinance that sets the “maximum price” for any travel 
expenditures for any County employees, managers, officers or elected officers. In 
addition, Section A31-2 of the County Ordinance Code, a copy of which is provided as 
Attachment B, requires that the County’s travel policies establish “maximum amounts” 
for reimbursement of actual and necessary travel expenses. Except for meal expenses 
and a per-mile reimbursement rate, County policy does not establish “maximum 
amounts” for travel expenses.  

Section A31-1.1 (a) of the County Ordinance Code, as shown in Attachment B,  requires 
the establishment of detailed travel policies, which the ordinance states “will describe 
spending and reimbursement limits.” Except for meals, the County’s policies do not 
establish maximum amounts for travel expenses, and the “limits” on travel expenses 
are, in most cases, only general. Existing limits are described below. 

Maximum Travel Reimbursement Amounts per County Policy   

Mileage in Personal Cars and Vehicle Rental Expenses 

The County has adopted the federal maximum per-mile rate for reimbursement of miles 
driven by employees and managers in their personal vehicles, but this rate is pursuant 
to the County Travel Policy, rather than ordinance. There is no maximum total amount 
or daily rate in County ordinance or County policy for vehicle rental expenses, although 
associated charges, such as for additional insurance and second drivers, are specifically 
prohibited by policy.   

Lodging and “Incidental” Expenses 

The County Travel Policy specifically states that there is no maximum lodging rate. The 
policy, as shown in Attachment A, requires reimbursement of “actual and reasonable 
hotel room costs plus taxes, at the single occupancy rate for a single room.”  

The County Travel Policy establishes maximums for certain “incidental” expenses, but 
others are not addressed by County policy. For example, the County will reimburse up 
to $2 per day for tips for hotel housekeepers, but the policy does not address expenses 
such as airline baggage fees, internet connection charges, bank currency conversion fees 
and fees charged for late checkout from hotels. According to the Finance Director, 
future Travel Policy revisions will incorporate guidance on such topics. 
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Meals 

Current County Travel Policy allows travelers to choose one of two options for 
handling food expenses.  They may either receive a set amount (per diem) for each meal 
for which they do not submit a receipt, or they may receive reimbursement for the 
actual cost of the meal, up to twice the per diem amount, with the provision of a receipt. 
This policy incentivizes employees to choose the receipt option and be permitted to 
spend twice as much per meal. Not only does this option result in additional costs for 
the County, but it creates a substantial administrative and accounting workload over 
very small amounts of money in relation to the staff time consumed in the claiming and 
reimbursement process, as discussed later in this section.  Consequently, the adoption 
of a single option for a per diem based on reasonable estimates of actual meal costs 
should be considered.  Table 1.1 shows the amounts allowed under the two options for 
each meal. 

Table 1.1. 

Current Santa Clara County Employee  
Travel Meals Reimbursement Rates 

 Base Rate 
“Per Diem” 

Extended Rate 
(2x Base) 

 No Receipt Req. Receipt Req. 
Breakfast $7 $14 
Lunch $8 $16 
Dinner $15 $30 
Daily Max $30 $60* 

Source: County Travel Policy 

*The extended rate daily maximum amount may be 
increased by $15 (up to a daily maximum of $75) for travel to 
certain high cost metropolitan areas of the United States, as 
defined in the Travel Policy. 

Federal Per Diem Rates 

One manner in which the County could establish “maximum prices” for some expenses 
would be to base the Santa Clara County rates on those established by the federal 
government for its traveling employees. The U.S. General Services Administration 
(GSA) publishes per diem rates for hotels and meals and incidental expenses for federal 
employees traveling on government business within the United States.  These rates are 
the daily hotel room rate. If it adopted these rates, the County would also have to 
reimburse travelers for applicable room taxes. 
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Federal Hotels Per Diem 

The GSA establishes maximum rates for reimbursement of hotel expenses incurred by 
federal employees. These rates vary by location and, in some cases, by season. These 
rates are maximum reimbursement caps; these caps are entirely unrelated to any rate 
discount programs that may exist for government or private travelers.   A Standard hotel 
per diem rate for travel within the continental U.S. applies to any locations not 
otherwise specified These rates are also commonly known as “CONUS” rates.  The GSA 
publishes a list of per diem rates for Non-Standard Areas (NSA), or cities and counties 
within the continental United States considered to be higher cost than the nonspecified 
areas.  Many of the destinations where Santa Clara County employees travel for County 
business are within the Non-Standard Areas.  In addition, the Department of Defense 
establishes non-continental, non-foreign maximum reimbursement rates for hotel 
expenses in areas such as Alaska, Hawaii, Puerto Rico, and Guam, and the State 
Department establishes maximum reimbursement caps for foreign hotel expenses.  
Table 1.2 shows the standard hotel maximum rate as well as the rates for destinations 
commonly visited by County employees.  These rates are effective October 1, 2009.  The 
complete list of NSA destinations and rates for FY 2010 is provided as Attachment E.  
Note that these are maximum reimbursements paid to employees by the federal 
government. They have no relation to discounts that the government or the employee 
may be able to obtain from a given hotel through government-rate programs, or 
memberships in organizations.  

If the County were to adopt these rates, and the federal travel policy guidelines 
regarding exceptional circumstances under which these rate caps would not be 
applicable, it would ensure that there is a rate cap, and that the rate caps are current and 
reasonable for the area. Table 1.2 on the next page illustrates these rates as of October, 
2009. See Attachment F for the federal policy regarding payment of actual expenses, 
rather than per diem rates. 
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Table 1.2 

Proposed Per Diem Rates (Equal to 100% of Federal Rates) 
Hotel Rooms in Select Areas 

 
City/Metropolitan Area Per Diem, 

excl. tax 
Standard  $70 

Sacramento, CA $109 
Los Angeles, CA $135 
San Diego, CA $147 

San Francisco, CA $166 or $1921 
Isle of Maui, HI $1692 

Sources: U.S. General Services Administration, “FY 
2010 Domestic Per Diem Rates”; U.S. Department 
of Defense, “Maximum Per Diem Rates Outside the 
Continental United States” 

If the County adopted these rates, employees and travel coordinators could choose any 
hotel and be reimbursed, with the hotel receipt, at up to federal per diem cap.3 A 
traveler could choose hotels for which the expense is at or below the federal cap and 
ensure that all of their authorized hotel expenses are reimbursed by the County. Or, the 
traveler could stay in a more expensive hotel, and pay the difference between the 
maximum reimbursement rate and the actual hotel expense out of their pocket. For 
example, if an employee stayed in a $250 per night hotel during the high season in San 
Francisco, the employee would receive reimbursement of $192 plus tax on that amount, 
and be responsible for the remaining nightly rate of $58 and associated taxes on that 
amount. Or the employee could choose a hotel with a nightly rate of $192 or less and 
receive full reimbursement. 

Federal Meals Per Diem 

Federal per diem rates for meals and incidental expenses, effective October 1, 2009, are 
listed in Attachment E. If the County adopts these rates without modification, however, 
employees would receive a “windfall” of substantially greater meal reimbursement 
than they currently enjoy, even at the receipted rate.  Therefore, it is recommended that 
in order to maintain approximately the same meal costs as currently are paid by the 
County, the Board of Supervisors set meal reimbursement rates at 80 percent of federal 
rates. By setting the meal per diems at 80 percent of the federal rate County travelers 
would be able to claim similar amounts as they do on average currently, while basing 
the rates on destination-specific information that is researched and updated regularly 
by the federal government.   

                                                
1 Seasonal high and low rates. 
2 The Department of Defense adjusts rates for Hawaii monthly. 
3 For examples of hotels that are near these rates, there is a website – www.fedrooms.com – that lists some hotels 
that are around the rate caps for each city. The site is not comprehensive; many other hotels with rates that also fall 
at or below the federal per diems are not listed on the site. 
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The proposed per diem meals rates—equivalent to 80 percent of the federal rates—are 
delineated in Table 1.3.  The rate structure parallels the federal structure, which 
includes six different rates, depending on local expenses in specific locations.  

Table 1.3 

Proposed Per Diem Rates (Equal to 80% of Federal Rates) 
Travel Meals  

 
Max Per 

Day 
$33 

(Standard) 
$37 $40 $45 $49 $53 

Breakfast $6 $6 $7 $8 $9 $10 
Lunch $9 $10 $10 $12 $13 $14 

Dinner $18 $21 $23 $25 $27 $29 

Sources: U.S. General Services Administration, “FY 2010 
Domestic Per Diem Rates”; U.S. Department of Defense, 
“Maximum Per Diem Rates Outside the Continental United 
States” 

Below are some examples of proposed rates, at 80 percent of the federal rate, by City. 
The complete listing of federal per diems is provided as Attachment E. 

• $37 Daily Maximum: Modesto, Imperial 

• $40 Daily Maximum: Sunnyvale/Palo Alto/San Jose, Stockton, San Rafael 

• $45 Daily Maximum: Sacramento, Fresno, Oakland, San Mateo, Redding 

• $49 Daily Maximum: Santa Barbara, San Luis Obispo, Santa Cruz, Concord 

• $53 Daily Maximum: Los Angeles, San Francisco, San Diego, Monterey 

Effect of Use of Federal Rates Rather than Existing Rate Caps 

To estimate the fiscal impact of implementing federal per diem rates for hotels and per 
diem meals rates at 80 percent of the federal rates, actual reimbursements paid to 
travelers in FY 2008-09 were analyzed and compared to what they would have been 
paid under our proposal. 

For each trip in a random sample of County travel carried out during the three-year 
period from FY 2006-07 through FY 2008-09, auditors compared the actual hotel rates 
paid to the maximum hotel rates that would have been paid using the federal per diem 
rates. The historic rates for the particular city, fiscal year, and season were applied.  As 
shown in Table 1.4, if the County had applied the federal per diem rates to the trips 
taken in the random sample, it is estimated that the County would have saved 
approximately 15 percent on total hotel costs.  This amounts to more than $133,000 
annually. 
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Table 1.4 

Hotel Rates Paid for County Employee Travel in 
FY 2006-07 to FY 2008-09 

vs. Federal Maximum Rates 

 VMC SSA All Other Countywide 
Portion of County Trips  13.6% 36.7% 49.7%  
Average Base Rate Paid $170 $111 $123 $125 
Estimated Average Annual Cost 
Paid (incl tax/fee) 

$267,306 $135,244 $586,256 $988,805 

Estimated Average Annual Cost 
under Federal Rates (incl tax/fee) 

$185,922 $122,556 $546,535 $855,012 

Estimated Annual Savings under 
Federal Rates 

$81,384    
(30%) 

$12,688 
(9%) 

$39,721    
(7%) 

$133,793  
(15%) 

Sources: Travel Logs from Santa Clara County Controller’s Office and Social Services Agency; Per Diem 
Rates for Fiscal Years 2006, 2007, 2008, and 2009 published by the U.S. General Services Administration 
and the U.S. Department of Defense.  

As Table 1.4 shows, 86 percent of County employees incurred hotel costs that were 
within 10 percent of the cost that would have been allowed under the federal rates.  
This suggests that most County travelers would not experience a substantial difference 
in the quality of accommodations under the federal rates.  However, the VMC lodging 
costs would have been markedly lower (30 percent) under the federal rates.  

A similar analysis was conducted to compare meals costs incurred by County travelers 
in a random sample of County employee travel in FY 2008-09.  Meal costs were 
compared to what would have been paid at 80 percent of the federal per diem rates. The 
historic rates for the particular city, fiscal year, and season were applied.  The specific 
breakdown of costs by meal and sample are shown in Table 1.5. 

As the table shows, based on the sample review, it is estimated that reimbursing at 80 
percent of the federal meals rates would have cost the County approximately $56,562 
more in FY 2008-09 than the actual cost incurred.  This additional cost would be offset 
by savings from improving the efficiency of the accounting review process, as described 
later in this section. 
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Table 1.5 

Meals Costs Paid for County Employee Travel in FY 2008-09 
vs. 80% of Federal Maximum Rates4 

 SSA VMC All Other Countywide 
 

Portion of County Trips  36.7% 13.6% 49.7%  
Average Cost of Meals Paid $14.77 $10.71 $12.38 $13.035 

Breakfast $8.93 $7.00 $6.85 $7.69 
Lunch $10.22 $8.00 $9.02 $9.40 
Dinner $22.11 $14.98 $17.59 $19.05 

Estimated Average Annual Cost 
Paid  

$75,083 $28,363 $102,006 $205,451 

Estimated Average Annual Cost 
Using 80% of Federal Rates  

$79,103 $44,994 $137,917 $262,013 

Estimated Annual Additional 
Cost Using 80% of Federal Rates 

$4,020 $16,630 $35,912 $56,562 

Sources: U.S. General Services Administration, “FY 2010 Domestic Per Diem Rates”; U.S. Department of 
Defense, “Maximum Per Diem Rates Outside the Continental United States”; Travel Logs from Santa 
Clara County Controller’s Office and Social Services Agency. 

Travel Reimbursement of Contractors versus Employees 
 
While the Ordinance Code and County policies prescribe standards and set some limits 
for travel expense reimbursement of employee hotel, meals and other expenses, neither 
the County Ordinance Code nor the County Travel Policy require consultants or other 
contractors to adhere to the same travel policies and reimbursement standards required 
of employees. Because the County regularly contracts with consultants to perform work 
on behalf of the County when the County does not have the particular expertise among 
its employees, or because the nature of the County need is one-time and exceeds the 
County’s available resources, County travel expense reimbursements should apply 
equally to consultants engaged to perform services on behalf of the County.  
 
Two consultant contracts executed in recent years by Valley Medical Center included 
provisions that permitted the consultant to charge the County an “Expense Fee,” rather 
than comply with the same travel reimbursement polices applicable to all County 
employees, including elected and appointed officials. One recent contract included a 30 
percent expense fee that was applied to all billed hours, enabling the contractor to bill 
the County for millions of dollars in expenses without any form of control or 
requirement to provide documentation that the expenses were reasonable, necessary 
and actually incurred. Consequently, the Board of Supervisors should amend the 
Ordinance Code to prohibit use of percentage based expense fees in contracts and 
require all consultant contracts to comply with the same travel policies and expense 
reimbursement standards required of County employees. 

                                                
4 All meals rates include taxes and tip. 
5 Weighted average. 
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Minimizing Receipt Requirements 

In addition to adopting maximum meal rates in the County Ordinance Code, in 
addition to the County Travel Policy, to bring the Ordinance Code into compliance with 
the Charter provisions for “maximum prices” for management employees, the County 
could reduce administrative expenses Countywide by permitting employees to receive 
reimbursements at these per diem rates without receipts. The receipt requirement for 
travel meal expenses should therefore be omitted from the County Travel Policy. 
Similarly, the County could reduce administrative costs by applying the receipt policy 
for Incidental and Personal Expenses (as shown on page 46 of the Travel Policy, which 
is page 116 of this report) to all forms of payment, including P-Card transactions. The 
issue of receipts is not related to the Charter or the Ordinance Code, but is driven by 
requirements in the County Travel Policy and the County P-Card Policy. 

Senior management of the Social Services Agency estimate that transitioning to 
reimbursing meal expenses without receipts could enable the department to eliminate 
one full-time equivalent employee.  By eliminating one Account Clerk II position, the 
County could save approximately $78,000, the cost of the position including salary and 
benefits.  Similarly, an unknown portion of staff time in the understaffed Controller’s 
Claims Unit will be made available for more pressing Claims Unit tasks.  

Meal Expense Reviews: Inefficient Use of Staff Resources 

The Controller’s Office processes an average of more than 3,400 trips per year, not 
including those taken by Social Services Agency (SSA) employees.  Based on a random 
sample in which approximately 75 percent of trips included meals reimbursements, it is 
estimated that approximately 2,600 trips include meals reimbursements.  The SSA staff 
process an average of more than 2,000 trips per year.  Based on the results of a random 
sample in which 81 percent of SSA trips included meals reimbursements, it is estimated 
that approximately 1,400 SSA trips each year involve processing a meals 
reimbursement. Countywide, fewer than 7.0 full-time equivalent (FTE) positions are 
processing approximately 4,000 trips that involve meals reimbursements each year.   

Some of the meals claims are for the per diem amounts, which do not require a receipt 
and are simple to process.  However, many travelers choose to claim the per diem for 
some meals, while submitting receipts for the extended rates on other meals.  Other 
travelers choose to submit receipts for the extended rate for all of their meals.   

When travelers claim the extended rate for which a receipt is required, claims staff must 
scrutinize each receipt to ensure that: 

• The food was purchased on the travel date and within authorized time frames;  

• The traveler will not be reimbursed for any alcoholic beverages;  

• The traveler will not be reimbursed for any tip provided in excess of 15% of the 
pre-tax subtotal;  
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• If the bill included food for other individuals, the traveler is not reimbursed for 
those amounts;  

• If the bill included items shared between two or more County travelers, the cost 
of those are split; and  

• If the bill included items purchased in another currency, the prices, taxes and 
tips are converted to U.S. Dollars. 

The Travel Policy currently states that “expenditures for alcoholic beverages, including 
related tax and tip, will not be reimbursed.”  Under the County’s current per diem 
meals policy, employees are paid for meals expenses with the understanding that they 
not use County funds to purchase alcohol.  Since receipts are not required for the 
existing per diem rates, the County does not enforce the alcohol beverage policy for 
those meals.  Yet, enforcement of the alcohol policy is a primary reason why receipts are 
scrutinized. Similarly, the existing per diem rates easily permit County employees to 
purchase chocolate milk or sugar-sweetened soda6 without the knowledge of the 
County. Therefore, adopting a straight per diem rate would not expose the County to 
enforcement challenges that do not already exist.  

According to SSA Accounts Payable staff, the most time consuming part of all travel 
auditing is scrutinizing the meals.  The Agency estimates that the meals receipts review 
takes up at least 50 percent of the total review time, and more than that in many cases.  
Staff in both the Controller’s Office and SSA Fiscal Department expressed a desire to 
spend more of their time scrutinizing the higher priced items, such as hotel charges and 
other costs, instead of spending so much of their time on meals reimbursements.   

An extensive review of hundreds of trip expense records confirmed that claims staff in 
the Controller’s Office and SSA give meticulous review to meals receipts.  The hand-
written and calculator-generated calculations contained within the travel packets 
indicate the detail with which the claims staff review receipts.  Staff parse out 
individual items on receipts, calculate exact tips for allowable meals, and calculate any 
discrepancies.  Some examples of these calculations are provided in Attachment G.   

Small Expenses Consume Excessive Time 

In some instances, discrepancies of very small amounts, as low as 60 cents, were 
calculated and claims staff spent time to communicate with the traveler and/or the 
traveler’s administrative assistant about those discrepancies. Administrative and claims 
staff go to great lengths to verify expenses and obtain receipts.  It is not uncommon for 
staff to phone hotels and restaurants in search of receipts for travelers, or even to 
inquire about menu items.   

SSA Accounts Payable staff report that a single complicated trip, such as a Mexico trip, 
can take a full day or more to process after the travel (not including the time required 
                                                
6 On October 8, 2008 the Board of Supervisors adopted the “Santa Clara County Beverage Nutritional Criteria” 
which prohibits the use of County funds for the purchase of sugar-sweetened beverages. As of October 2009, this 
provision was being enforced by Social Services Agency meal reimbursement claims reviewers.  
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for the pre-travel authorization process).   One such trip packet reviewed for this audit 
was 89 pages in length, including all receipts and calculations pages.   

While it is to be expected that processing the international trips would be more 
complicated than a more common in-state or regional trip, the requirement to provide 
receipts is exceptionally burdensome for the trips that social workers take to Mexico for 
court-ordered visits and placements.  First, some vendors in some Mexican destinations 
do not provide machine-generated itemized receipts.  To work around this problem, 
SSA travelers to Mexico carry blank receipt books provided by the Controller’s Office 
and fill out a receipt for expenses for which they cannot obtain a machine-generated 
itemized receipt. Second, claims staff must translate itemized receipts into English in 
order to scrutinize the items.  Staff report that it is sometimes difficult to discern 
whether an item is food or beverage, therefore making it difficult to judge with certainty 
whether or not alcohol was purchased.  Third, staff must convert the currency of all the 
items, which requires them to research the currency exchange rate for the particular 
dates of travel.  Finally, staff must calculate the tips.   

One frustration expressed by fiscal staff in the course of this audit was that despite the 
large amounts of time and effort spent accounting for meals with receipts, the “missing 
receipt process” allows travelers to obtain reimbursements at the extended rate even 
when they do not provide a receipt.  By filling out a “missing receipt form” and 
obtaining the required authorizing signatures, a traveler may be reimbursed for 
expenses, including meals at the extended rates, without providing a receipt.  Fiscal 
management opined that the missing receipt form (similar to the blank receipt book)  
does not add value or accountability to the claims process, but rather just adds 
paperwork. 

Inconsistent Treatment of P-Card Charges Less than $10  

Currently, County employees are not required to submit itemized receipts for incidental 
expenses of $10 or less in order to obtain reimbursement.  However, this does not apply 
to P-Card users since the P-Card Policy requires employees to submit receipts for all P-
Card charges.  Employees who use their P-Cards for incidental charges of $10 or less 
must submit itemized receipts for those charges.  For the purposes of finalizing travel 
paperwork, travelers using P-Cards must make duplicate copies of receipts and follow a 
modified procedure, which some employees find to be burdensome.  In fact, in the 
course of this audit, employees reported that many P-Card holders avoid using their P-
Cards for charges of $10 or less in order to reduce the paperwork burden after a trip, 
even though P-Card holders are expected to use their P-Cards for travel expenses. 
Applying the receipt policy for Incidental and Personal Expenses (as shown on page 46 
of the Travel Policy, which is page 116 of this report) to all forms of payment, including 
P-Card transactions, would streamline the paperwork process for travelers and make 
consistent the receipt requirement across payment types. 

Per Diem Policies in Other California Counties 
Among the high-population counties in California that were surveyed for this audit, 
there is precedent for the use of lodging per diem rates as well as meal per diem rates 
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without a receipt requirement. For example, San Francisco, Orange and Los Angeles 
Counties do not require meal receipts.  
San Francisco, San Diego, Los Angeles, Fresno, and Riverside Counties all have some 
type of lodging per diem cap. These caps usually make exceptions to honor conference 
hotel rates or special circumstances, and this audit recommends similar types of 
exemptions for Santa Clara travelers. 

Based on the foregoing, the Board of Supervisors should direct the County Executive to 
work with the Controller to prepare for Board consideration amendments to the County 
Ordinance Code and the County Travel Policy that would establish dollar-amount caps 
for travel expenses. Establishing maximum amounts would bring the County’s 
Ordinance Code into compliance with Section 710 of the County Charter, and would 
bring the County’s Travel Policy into compliance with Section A31-2 of the County 
Ordinance Code. Although Section 710 of the Charter requires that the “maximum 
price” provisions apply only to County officials and managers, Ordinance Code Section 
A31-2 makes no separate provision for managers, and the Board of Supervisors should 
adopt standard travel policies and reimbursement amounts that are applicable to all 
County travelers. 

The Controller should also amend the Travel Policy to adopt federal per diem rates and 
to define criteria for exceptions to the per diem rates, as well as the process by which an 
exception may be granted.  One reasonable general exception would be to allow 
travelers attending conferences to be reimbursed for stays at the lowest offered 
conference rate hotel, even if the rate is higher than the applicable per diem rate.  By 
honoring the lowest offered conference rate, travelers may save on transportation or car 
rental expenses and may gain more value from the event by being in close proximity to 
networking opportunities. Lastly, the Controller should amend the County Travel 
Policy to include a per diem based approach in which the requirement for meal receipts 
would only apply to extraordinary circumstances as explicitly provided for in the 
Travel Policy. 

CONCLUSION 

Some travel practices identified in this audit do not comply with the County Charter, 
County Ordinances and/or County policy. These practices include the absence of price 
caps on hotels and other travel expenses. In addition, the County policy requirement 
that employees furnish receipts for meals expenses increases administrative costs. 
Current travel policies necessitate excessive and inefficient scrutiny of meals expenses 
while allowing hotel choice, a far costlier component of travel, to be carried out 
relatively freely and in violation of the County Charter and Ordinance Code.   

To make more efficient use of accounting staff resources, more actively and consistently 
control lodging costs, and bring policies into compliance with the County Charter and 
Ordinance Code, the Board of Supervisors should adopt federal per diem rates for 
hotels and per diem rates for meals at 80 percent of the federal rates. Establishing 
maximum amounts would bring the County’s Ordinance Code into compliance with 
Section 710 of the County Charter, and would bring the County’s Travel Policy into 
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compliance with Section A31-2 of the County Ordinance Code. Although Section 710 of 
the Charter requires that the “maximum price” provisions apply only to County 
officials and managers, Ordinance Code Section A31-2 makes no separate provision for 
managers, and the Board of Supervisors should adopt standard amounts that are 
applicable to all County travelers. 

RECOMMENDATIONS 

The Board of Supervisors should direct the County Executive to: 
 
1.1 Work with the Controller to draft proposed modifications to the County 

Ordinance Code and Travel Policy for approval by the Board of Supervisors to 
specify maximum rates for hotel rooms, meals, incidental expenses and rental car 
rates for management employees, as required by Section 710 of the County 
Charter. (Priority 1) 

 
1.2  Direct the Controller to amend the County Travel Policy to specify that the rates 

established pursuant to Recommendation 1.1 for management employees are 
applicable to all employees. (Priority 1) 

 
1.3 Adopt the federal lodging per diem rates as the maximum reimbursable amount 

for all County employees, with explicitly defined exceptions as provided by 
federal regulation sections 301-11.300 to 301.11.305, such as special circumstances 
when specified per diem rates cannot be obtained or when the traveler is staying 
at the same hotel where the conference he or she is attending is occurring 
(Priority 3) 

 
1.4 Adopt maximum per diem rates for county employee travel meal reimbursement 

equal to 80 percent of the U.S. General Services Agency travel meal per diem 
rates.  (Priority 3) 

 
1.5 Work with the Controller to amend the County Ordinance Code and Travel 

Policy to prohibit use of percentage based expense fees in contracts and require 
all consultant contracts to comply with the same travel policies and 
reimbursement standards as applied to all County employees. (Priority 2) 

1.6 Direct the Controller to omit the receipt requirement for travel meal expenses 
from the County Travel Policy. (Priority 2) 

1.7 Direct the Procurement Department to amend the P-Card Policy to comport with 
page 46 of the Travel Policy regarding Incidental and Personal Expense receipts.  
(Priority 2) 

1.8 Delete and reassign to an existing vacant position one Account Clerk position 
from the Social Services Agency Accounts Payable. (Priority 2) 
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SAVINGS AND BENEFITS  

Implementation of these recommendations would a) bring the County into compliance 
with County Charter requirements and the County Ordinance Code, b) improve the 
consistency of travel reimbursements for similar types of expenditures, such as hotel 
stays in the same city on the same nights, and c) reduce net costs by an estimated 
$155,000 per year ($77,000 in net savings by implementing the per diem rates for hotels 
and meals, and $78,000 in savings by deleting one Account Clerk from the Social 
Services Agency budget). 



Board of Supervisors Management Audit Division 

43 

Section 2. Abuses Resulting from Noncompliance with Travel 
Ordinances and Policies Lead to Excessive Travel 
Expenses 

 
Background 

• California State law requires numerous professional and trades workers to obtain a 
State license in order to perform such work within the State. State licensure also 
requires licensees to satisfy continuing professional education requirements to 
maintain a license. Because many County positions require such licenses, the 
County has negotiated with employee organizations and budgeted funds for 
education and professional development. 

 
Problem 

• However, pursuant to a July 2006 informal administrative approval pertaining to 
County physicians that was not submitted to the Board of Supervisors as required 
by County Ordinance Code Section A31-1.1, the fundamental educational purpose 
of much County travel has been subverted from its business purpose, and some 
Valley Medical Center (VMC) physicians have not fulfilled their responsibility to 
exercise reasonable and prudent judgment in the expenditure of taxpayer monies to 
achieve the educational goal. VMC managers view the $4,500 annual limit per 
physician for educational and professional development as an employee 
recruitment and retention benefit with minimal restrictions. VMC does not require 
physicians to even attend the educational sessions to which they travel, nor does 
the hospital maintain a record of courses completed or credits earned.  These travels 
usually occur while the physicians are on vacation or annual leave 

 By comparison, other County employees must meet strict requirements, including 
providing proof of attendance and successful completion of educational courses or 
professional development conferences, or the County will not reimburse the 
employee for the costs incurred. 

Adverse Effect 
• VMC physicians spend more than $650,000 per year on travel. Over three years, 

VMC physicians spent $238,358 on 77 trips to Hawaii conferences alone. During 
this period, physicians also traveled at County expense to Canada, Mexico, 
Switzerland, Italy, South Africa, Puerto Rico, Spain, China, Aruba, Thailand, the 
West Indies and the Bahamas, as well as other expensive locations, often staying in 
luxurious accommodations. Such travel is abusive and noncompliant with County 
Policy. 

Recommendations, Savings and Benefits 
• The Board of Supervisors should direct the County Executive to enforce the County 

Travel Policy uniformly for all employees by requiring VMC physicians to adhere 
to the County Travel Policy, banning County-funded conference and training travel 
to Hawaii, Alaska and foreign countries, and restricting the portion of education 
and professional development funds that may be spent on travel. 
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Background 

Santa Clara County has agreements with several labor groups that provide resources to 
employees for tuition reimbursement, mandatory licensing and/or necessary 
continuing education requirements, and, in some cases, “professional development.”  
These labor agreements generally specifically prohibit the use of tuition reimbursement 
monies for travel expenses, including even mileage reimbursement, unless the training 
is “required.” In addition, some labor agreements have provisions to help employees 
maintain professional licenses and meet continuing education requirements. These 
funds also are generally restricted and may not be used for travel costs. Some labor 
agreements provide a third category of related funding for “professional development.” 
In most cases, use of “professional development” funds requires the receiving 
employees to put their own funds toward the expense as well. The required match is 
usually 50 percent.  

In the case of “professional development” funds, there is usually either a maximum 
total amount available for the entire bargaining unit, or a specified maximum amount 
that any one employee may use each year, or both. 

The Santa Clara County Employee Services Agency, which maintains a database of 
Countywide “professional development” fund spending from both department funds 
and from the Countywide pool of “professional development” funds, all County 
employees, excluding Valley Medical Center physicians, spent a total of $70,854 in 
“professional development” funds in FY 2008-09 on conferences, including registration 
expenses, and travel. Of this amount, $28,765 (41 percent) was spent by physicians who 
are not P-41 coded VMC doctors. Of the remaining $42,089, most was spent by nurses, 
leaving just $15,774 that was spent by all other remaining staff, including executive 
management. These “professional development” expenses are in stark contrast to the 
spending by VMC physicians.  

Source of VMC Physician Travel Funds 

The County provides dedicated, individual accounts of “tuition reimbursement and 
professional development” funds as a benefit of employment to VMC physicians 
through the Executive Salary Ordinance. This ordinance, which is shown as Attachment 
H, is adopted annually by the Board of Supervisors, and, as administered by Valley 
Medical Center (VMC) administration, physicians have extensive discretion to travel 
with these funds. These funds amount to up to $4,500 per physician per year. In 
practice, physicians spend an estimated average of $1,041,000 per year of these funds, 
with  an estimated $654,000 spent solely on travel and conference costs. This means that 
of the total travel expenses paid by “professional development” funds Countywide, 
more than 90 percent is incurred by VMC physicians.   

Over the three years from FY 2006-07 through FY 2008-09, VMC physicians each spent 
an estimated average of $1,841 per year solely on travel and conference expenses. Travel 
spending is the primary factor determining physicians’ total professional development 
expenditures. Although the travel must be approved by management, the fact that the 
funds are established as an employee benefit for each physician has led VMC 
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administration to approve trips and most trip expenses, so long as the traveling 
employee still has funds in their account. No other County employees have any type of 
arrangement similar to this.  

Hospital Physician Travel Guidelines Violate County Ordinance  

In order to provide for maximum flexibility in physician use of their tuition 
reimbursement and professional development funds, in 2006, the County’s hospital 
prepared travel guidelines for hospital physicians that have not been approved by the 
Board, and which differ markedly from key provisions of the travel policies established 
pursuant to ordinance. 

Pursuant to County Ordinance Code Section A31-1.1.(a), shown as Attachment B, 
detailed travel policies have been established. A copy of these policies is provided as 
Attachment A to this report.  That ordinance section states that “any major revisions or 
changes to the travel policies, principles, rules and guidelines shall be approved by the 
Board of Supervisors.”  

However, the guidelines, provided as Attachment I, have not been approved by the 
Board. Further, the County Travel Policy requires that if exceptions are made, they must 
be made on a case-by-case basis. Blanket, ongoing exceptions for a whole class of 
employees, such as have been provided to the physicians via the guidelines, are a 
violation of the policy. 

Lastly, the County Travel Policy has not been modified to incorporate any of the 
physicians’ exceptions. Nonetheless, the guidelines were administratively put into 
effect in 2006, taking precedence over the legally established County policies, resulting 
in far costlier reimbursements than would have been provided by policy. In general, the 
County Travel Policy requires employees traveling on County business to ensure that 
expenses are “reasonable and necessary” and to travel at the least expense possible. 
Under the policy, extravagant expenditures are not permitted. However, numerous 
conference expenditures made by physicians traveling under the “guidelines” are 
clearly inconsistent with the frugal standards specified in the County Travel Policy. For 
example, at least two physicians each spent more than $5,400 on a single trip to Hawaii. 
The VMC guidelines were developed to provide criteria for the physicians’ use of their 
tuition reimbursement and professional development “benefits,” as provided by the 
Executive Salary Ordinance.  

Below is a synopsis of the difference between the VMC guidelines that physicians have 
been permitted to use when traveling to conferences and formal County Travel Policy 
provisions followed by all other employees: 

• Airfare – While the rest of the County must book airfare through the County’s 
travel agency, Giselle’s Travel, VMC physicians may book airfare through 
Giselle’s Travel or on their own without needing to submit an initial quote to the 
Controller-Treasurer Department. 
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• Lodging – VMC physicians may stay the night prior to and/or after the event if 
necessary, without additional justification. Covered lodging and room rates 
include modest upgrades excluding suites (unless all suites hotel) and 
penthouses (unless justified under the County’s Travel Policy). In comparison, 
other travelers may claim lodging for the evening before or the last evening of an 
event only when a suitable business case can be made. Additionally, if a traveler 
wishes to upgrade or stay in a different room arrangement, the alternate 
configuration is reimbursable as long as the aggregate lodging cost is the same as 
or lower than the single occupancy standard. If it is not, the traveler is 
responsible for the difference in cost resulting from the change. 

• Rental Cars – VMC physicians do not need to provide special justification for 
either use or class of vehicle, but other travelers must provide a written 
justification on their Travel Authorization form. They may only rent a car when 
it is less expensive than other transportation modes such as taxis, airport 
limousines and hotel airport shuttles or when a private car is needed for other 
reasons. In addition, they have been instructed to book mid-size cars or smaller 
when traveling alone or in twos and larger-sized vehicles when traveling with 
three or more, if needed to accommodate more travelers and luggage. Upgrades 
are only allowed if there is no additional cost or when there are special 
circumstances (i.e., medical needs, drivers with disabilities, etc.). 

• Other Ground Transportation – While other travelers must use the most 
economical and appropriate form of transportation for meeting their needs, VMC 
physicians may use an airport limousine or car service in lieu of a taxi or airport 
shuttle. 

• Meals – VMC physicians may eat elsewhere without justification even when 
meals are provided at a conference or training seminar. They may also receive 
per diems meal reimbursements even when meals are provided at a conference 
or training seminar. In comparison, when a meal is provided as part of the cost of 
an event, other travelers will not be additionally reimbursed for the same meal 
unless it is not a substantial meal or if other business reasons can be explained. 

Review of Trip Records Reveals Questionable Use of County Funds 

The Controller’s Office provided the Management Audit Division with travel logs 
listing all trips authorized for County employees, excluding those in the Social Services 
Agency (SSA), for the past three fiscal years. The Controller’s Office does not process 
SSA trips, the majority of which are taken to carry out work functions, such as home 
visits, placements and meetings, rather than conferences or training. Because the audit 
focused primarily on out-of-County travel, with the most distant and/or expensive 
trips receiving greater scrutiny, Management Audit staff purposively selected a sample 
of trips from the Controller’s logs based on cost and destination. All trips to Hawaii, 
Alaska and foreign countries, as well as a sample of in-state and out-of-state trips 
costing greater than $2,000 were analyzed. This resulted in a sample of 218 trips, 
including 188 trips taken by staff of VMC. In addition, 95 percent of VMC employees 
who took these trips were hospital physicians (also known as Class Code P41 or 
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Physician-VMC) using Object Two tuition reimbursement and professional 
development monies discussed previously in this section. Table 2.1 shows the cost 
distribution of the 179 physician trips. While the majority of trips cost the County 
between $2,000 and $3,000 each, 67 trips (37 percent of the sample) cost the County 
more than $3,000. 

Table 2.1 

Distribution of 179 High Cost/Distant Trips Costs 
For Hospital Physicians 

 
Range of Trip Cost Number of Trips Percent of Trips 
> $0 and < $1,000 1 1% 

> $1,000 and < $2,000 11 6% 
> $2,000 and < $3,000 100 56% 
> $3,000 and < $4,000 53 30% 
> $4,000 and < $5,000 10 6% 
> $5,000 and < $6,000 2 1% 
> $6,000 and < $7,000 1 1% 
> $7,000 and < $8,000 1 1% 

Total Trips 179 100% 
Source: Travel Logs, Trip/Business Meal Expense Vouchers and Travel 
Authorizations 

While the most expensive trip paid the tuition for an intensive medical training 
program during the 2008-09 academic year in San Francisco, CA at a cost of $7,800, only 
6 percent of trips paid for physicians to attend similar forms of training.  Most trips, 94 
percent, paid for physicians to attend medical conferences. The most expensive 
conference-related trip cost $5,434 and paid for registration and travel, including 
airfare, a rental car, lodging, meals and incidentals, to Maui, HI. In addition, one 
physician (1 percent) used his funds to travel to another state for his sabbatical. 

These and other distant or expensive trips were authorized by previous County 
Executives to permit physicians to attend medical conferences and training seminars. 
However, hospital managers state that since all these trips are carried out while the 
employee is on vacation, they have not mandated any particular level of attendance. As 
shown in Attachment J, hospital administrators responded to auditors’ inquiry about 
this practice in a written memo that states: “If a physician decides not to attend part of 
the conference, that is their discretion as they are off on their own time and not regular 
time.”  

Auditors compared payroll leave time records for 53 physicians who traveled in FY 
2008-09 and FY 2007-08 to their trip dates. The leave records were provided by the 
Controller’s Office, and included all types of paid leave codes except sick leave.1  

                                                
1 These codes are 605 – Administrative Leave; 615 – STO Vacation Used; 650 – Vacation Used; 653 – Annual 
Leave Used; 660 – Other Paid Time; 6EL – Educational Leave.  
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In 92.5 percent of cases, the pay period in which the trips occurred included either 
vacation pay or “annual leave” pay2. In 70 percent of cases, the entire trip was charged 
to some type of paid leave code. In 23 percent of cases, at least some portion of the trip 
appeared to have been taken while on paid leave, usually most of it. In 7.5 percent of 
cases, there was no record of any type of paid leave having been taken during the pay 
period in which the trip occurred.  

Hospital officials have said that the physicians are expected to attend some portion of the 
conference, and that non-attendance is usually related to training that is offered on a 
particular day or time not being applicable to the traveling physician’s specialty or 
educational needs. However, there is nothing in County policy or Department practice 
that requires the physicians to submit proof that they attended the conference, and in 
practice, many travel expenses have been paid without any proof of attendance 
submitted.   

Further, some conferences  offer limited  training hours, such that the cost per available 
continuing credit is hundreds of dollars. In contrast, other County employees must 
furnish proof that they attend and successfully complete educational programs. If they 
do not, the County will take funds back by reducing their future paychecks.  

Variation in Expenses for Similarly Situated Employees 

Throughout the review of travel packets as part of the fieldwork for this audit, 
tremendous variation was noted in the actual expenses incurred by similarly situated 
travelers, and generally between hospital physicians and all other travelers.  As an 
example, two physicians traveled to the same conference in Maui in August of 2008. 
One physician spent $5,434. The other physician spent $2,871, for a difference of more 
than $2,500. Although this was the largest difference identified among doctors traveling 
at the same time to the same conferences, auditors noted a number of significant cost 
differences for other “same trip” travelers.  

Likewise, of the five Social Services Agency staff trips to Hawaii to carry out legally 
mandated casework over the three-year audit period, the average total trip expense was 
$1,095. The average total trip expense for the 77 Hawaii trips made by physicians to 
attend conferences, usually while using vacation or annual leave time during the same 
period, was $3,096.  

A substantial portion of these types of variances is attributable to lack of 
standardization of hotel reimbursements, and to the use of physician travel 
“guidelines” rather than County policy, to determine reimbursements. Therefore, the 
violations of the County ordinances and policies related to travel have resulted in large 
differences in what the County pays for similar types of travel.  

                                                
2 Payroll records reflect time charged in two-week, pay-period increments.  
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Destination of Traveling Physicians 
 
Of 179 physician trips sampled, 44 percent were taken to the non-continental United 
States costing an average of $3,085 per trip, as shown in Table 2.2. Of these, 77 trips 
were taken to the islands of Hawaii, costing the County a total of $238,358 over the 
three-year period. The single most common destination for hospital physicians was 
Maui, HI, followed by Oahu, HI and the Big Island, HI. 

Table 2.2 
 

179 High Cost/Distant Trips by Destination and Average Cost 
For Hospital Physicians 

 

Destination 
Number of 

Trips 
Percent of 

Total 
Average Cost 

per Trip 
Non-Continental U.S. 78 44% $3,085 
Out-of-State 53 30% $2,624 
International 37 21% $2,741 
In-State 10 6% $3,482 
Out-of-State and 
International 1 1% $2,788 
Total 179 100% $2,898 

Source: Travel Logs, Trip/Business Meal Expense Vouchers and Travel Authorizations 
 
Over the same three-year period, SSA employees took only five trips to Hawaii. As 
discussed in the Introduction, the purpose of the SSA trips was to carry out legally 
mandated casework, not attend conferences or training seminars. In addition, only one 
trip was taken by an employee of another department, the Roads and Airports 
Department, which is not funded by the General Fund. The Roads and Airports trip did 
involve a conference but the trip cost just $1,804, or $1,281 less than the average cost of 
physician trips to the non-continental United States. 
 
For trips to foreign countries, Toronto, Canada was the most popular destination 
among physicians, who traveled to cities in more than a dozen countries, as follows: 
 

• Aruba; 
• Nassau, Bahamas; 
• Alberta, Calgary, Toronto, Vancouver and Victoria, Canada; 
• Beijing, China; 
• Florence, Italy; 
• Cancun, Ixtapa, Los Cabos, Playa Del Carmen and Puerto Vallarta, Mexico; 
• Puerto Rico; 
• Durban, South Africa; 
• Madrid, Spain; 
• Geneva and Stockholm, Switzerland; 
• Bangkok, Thailand; and, 
• Barbados and St. Kitts, West Indies. 
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Some physicians traveled to distant locations to attended conferences lasting only a few 
days, and then stayed additional days at their expense. For example, a physician 
traveled with her husband to Florence, Italy for a conference lasting only four days and 
then went on vacation for an additional 10 days. The County’s portion of the 
physician’s trip cost approximately $3,101, including $1,449 in airfare. 

In total, the County spent $342,068 on physician travel to the non-continental United 
States and foreign countries from FY 2006-07 to FY 2008-09. Based on a survey of travel 
policies and practices in other large counties by population, one county, the County of 
Orange, responded that it does not permit County expenses for attending conferences 
in the non-continental United States and foreign countries. 

Actual Dates vs. Advertised Dates vs. Travel Dates 

As applied by the Department, the exception regarding extra travel days means that 
hospital physicians are entitled to County payment of all lodging, meals, transportation 
and incidental expenses incurred on any two days around the advertised conference 
dates (either one on each end of the event or both on one end).  Even in situations where 
ample travel time is available without invoking the exception, physicians are entitled to 
two extra days.  For example, if the conference concludes on Wednesday at 10:00 a.m., 
the physician is automatically allowed to incur meals, transportation and incidentals 
expenses all day Wednesday, lodging expenses that night, and meal, transportation and 
incidentals expenses all day Thursday.  This is true regardless of the nature of the 
concluding event, even if it is only a reception.  As a result, it is possible and not 
uncommon for the actual substantive conference sessions to end on a Tuesday night 
with the County paying for expenses through Thursday night.  Additionally, if the 
traveler chose to apply both of his or her extra travel days at the end, in this situation 
the traveler could make claims through Friday night. 

Prior to travel, VMC physicians and all County employee travelers are required to 
submit the conference brochure or registration material, when available, along with the 
request for authorization.  Staff use the official conference materials to complete the 
Travel Authorization and Travel Expense Voucher forms.  The authorized trip dates are 
drawn from the most generous date range listed in the conference brochure, usually on 
its cover.   

However, an extensive review of conference brochures contained in a sample of trip 
records revealed that sometimes the actual dates of conference sessions are only a 
subset of the range listed on the cover.  The cover dates sometimes include travel days 
on each end of the event or days in which only an opening reception or closing 
reception, or nothing at all, is scheduled.  For example, a trip packet for a medical 
conference in Mexico contained a brochure cover that states as trip dates “January 24-
31, 2009”.  The actual conference events were scheduled for Monday, January 26 
through Friday, January 30.  The introductory letter inside the brochure (Attachment K) 
actually states “Meetings will be Monday – Friday mornings from 8:00 AM – 12 noon, 
January 26th – 30th.  For this meeting, we publish travel dates as January 24th – 31st, 2009, 
Saturday to Saturday.”  Furthermore, a website print-out contained in the travel packet 
shows that these two separate date ranges were listed on the very same page.    
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VMC and Health and Hospital System (HHS) staff report that, when deciding which 
range of days are reimbursable, they use the largest range of dates listed on the 
brochure, without regard for whether any conference activity is actually scheduled on 
the dates, and then add the two extra VMC physician exception days onto that range.  
As a result, some trips are in effect being “double-padded”.  Some examples are 
described below: 

• Maui, HI:  5 Days of Conference, 9 Days of Expenses Paid 

The conference brochure cover states “August 3-9, 2008”.  However, the actual 
official conference schedule contained in the brochure only includes Monday, 
August 4 through Friday, August 8.  August 3 and August 9 are dates intended 
for travel by the attendee.  On each of the conference days (August 4-8), sessions 
were scheduled from 7:00 a.m. to 12:15 p.m.  Furthermore, the second page of the 
brochure includes a section titled “Recommended Travel Dates” which 
recommends traveling to Maui on August 2 or August 3 and returning from 
Maui on August 9.  This indicates that the date range listed on the cover included 
these travel dates.  The physician who attended this conference departed SFO on 
the morning of Saturday, August 2 and began incurring expenses paid by the 
County at that time.  He and his non-county traveling companion arrived in 
Maui at 10:59 a.m. on Saturday, August 2 for the conference that would begin 
Monday, August 4.  The County paid the traveler’s expenses through dinner on 
Sunday, August 10, even though the last conference session available ended at 
12:15 p.m. on Friday, August 8.  (Note the traveler stayed in Maui at his own 
expense for two additional days, returning to SFO the night of Tuesday, August 
12.)  VMC staff explain that they chose the August 3-9 range as the base upon 
which to add the two extra days because they always “go by” the most generous 
dates listed in the brochure, regardless of whether or not travel dates are already 
included.  The total County cost for this trip was $5,434.  The physician’s self-
reported log of educational sessions attended showed that he obtained 25 of 28 
available credits. 

• Washington, D.C.:  2 Days of Conference, 5 Days of Expenses Paid 

The conference had multiple components over several days from Friday, May 18 
to Thursday, May 24, 2007. The regular registration fee covered attendance at the 
“plenary sessions” beginning Monday, May 21.  The Saturday, May 19 and 
Sunday, May 20 “postgraduate course” were available for extra payment.  The 
records indicate that this physician did not register for the Saturday or Sunday 
courses, and her CME documentation shows that she received CME credits for 
only Monday, May 21 and Tuesday, May 22.  However, the traveler departed for 
Washington, D.C. on Friday, May 18 and was paid for expenses beginning then 
and ending with dinner on Tuesday, May 22.  It is unclear what the traveler was 
doing while incurring County expenses in Washington, D.C. from her arrival on 
Friday through Saturday and Sunday.  (Additionally, it is unclear how she 
managed to obtain full credit for an afternoon session on Tuesday, May 22.  The 
traveler’s return flight was scheduled to depart at 5:25 p.m. that day, yet the 
conference credits reflect full attendance at a forum that began at 4:00 p.m. and 
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ended at 5:30 p.m.)  The total cost to the County for this trip was $3,048.  The 
physician earned 11 of 37.5 available credits.  

• Big Island, HI: 4 Days of Conference, 8 Days of Expenses Paid 

The conference began on Monday, July 2, 2007 and ended on Thursday July 5, 
2007.  The conference ran from 7:00 a.m. to 1:00 p.m. each of the four days, except 
the last day on which it ended at noon.  The traveler arrived on the Big Island on 
Saturday, June 30 and began claiming meal expenses that day.  He was paid for 
expenses through dinner on Saturday, July 7.  The total trip cost paid by the 
County was $3,660.  The conference brochure states that 20 CME were available, 
but VMC is not able to provide any information regarding actual credit obtained.   

• Maui, HI: 3 Days of Conference, 6 Days of Expenses Paid 

The conference brochure cover stated “July 23-26, 2008”.  However, according to 
the CME certificate, the actual conference was “given on July 24-26, 2008”.  Audit 
research indicates that this conference adjourned at approximately noon each 
day.  The traveler arrived in Hawaii on Sunday, July 20 and began incurring 
expenses paid by the County at lunch on Tuesday, July 22.  Expenses were paid 
through dinner on Sunday July 27.  The total trip cost paid by the County was 
$2,332.  The physician obtained 10.5 of 22 available credits. 

Conference Dates on Authorization Memo to the County Executive 

County policy requires employees to secure written authorization from the County 
Executive prior to any international or non-continental travel, including travel to 
destinations in Hawaii.  VMC uses a standard authorization memo to obtain approval 
from the County Executive.  Two examples of this memo, along with accompanying 
brochure cover, are attached as Attachment L.  During the approval process, the memo 
is attached to all the available travel documentation for review by the County 
Executive.   

The memos include one sentence only:  “Dr. Jones is requesting approval to attend the 
‘Title’ conference scheduled in Maui, Hawaii on Date X through Date Y.”  However, 
Dates X and Y are often not the actual conference dates.  The range represented by 
Dates X and Y is the range of dates including the extra travel days provided by the 
hospital’s own “guidelines” as well as any extra travel days added by the conference. 
As a result, the statements made on each of the travel authorization memos to the 
County Executive often misstate the dates of the conference.    

When asked by auditors why these memos represent the conference as “scheduled” 
when it is not, VMC and HHS staff stated that it was their understanding that the 
Controller’s Office would only reimburse expenses for days included within the date 
range listed on the memo to the County Executive.   

The County Executive should be presented with accurate information regarding both 
the actual conference dates (not including any travel dates added by the conference) 
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and the proposed travel dates.  The Chief Medical Officer, the author and signatory of 
all of these memos, should revise the template to include, clearly and separately, both 
the actual conference dates and the proposed travel dates. 

Conference Attendance at Physicians’ “Discretion”  

According to VMC and HHS staff, the amount of conference sessions attended by 
physicians “is totally up to their discretion.” Physicians traveling with the use of their 
professional development funds are not required to provide any proof from the 
conference organization that any CME was obtained or that the traveler actually 
attended any of the conference sessions in order to obtain reimbursement of expenses 
As long as the VMC physician provides a copy of a brochure indicating the availability 
of any amount of CME in advance of the event, he or she may “attend or not.” After the 
trip, at no point is the traveler required to provide the CME certificate.  In fact, VMC 
and HHS staff interviewed for this audit were not aware of any centralized 
maintenance of records of physicians’ CME anywhere in the hospital. For example, the 
hospital obtained a physician’s attendance and educational credits records from the 
educational provider for a Canadian trip undertaken by a physician in May, 2007, on 
September 16, 2009, as shown as Attachment M. This record was furnished to auditors 
on November 20, 2009. 

Some trip files maintained by the Controller’s Office, however, did contain certificates 
of attendance.  In a sample of 179 high cost and/or distant trips reviewed, 25 (14 
percent) of the records found in the Controller’s Office included proof of attendance 
with the number of CME credits obtained.  It is not clear why these files contained CME 
records while others did not.  On September 9, 2009, audit staff requested CME records 
for a subset of 75 of the 154 files that did not contain proof of educational credits 
earned.  Over the course of more than 2 ½ months, these records were furnished on an 
individual basis, usually from the physicians’ records, rather than from administrative 
files. It also appears that some records were obtained after the fact from the original 
provider. For example, the hospital obtained a physician’s attendance and educational 
credits records from the educational provider for a Canadian trip undertaken by a 
physician in May 2007, on September 16, 2009, as shown as Attachment M. This record 
was furnished to auditors on November 20, 2009. 

As of November 24, 2009, documentation was furnished of either attendance or credits 
earned for approximately 873 percent of the 75 individuals requested. There was no 
record furnished for 5.3 percent of those requested. Only a general certificate of 
attendance was provided for another 8 percent, without documentation of credits 
earned.  

According to the conference brochures contained in the trip files for the high cost 
sample, 154 (86 percent) of the 179 trips contained information about the amount of 
available CME.  The brochures listed a total of 3,965 CME available, with an average of 
25.7 credits per conference.   However, auditors were able to obtain proof of only 
1,519.75 CME actually obtained, or 38 percent of the total available.   
                                                
3 This includes one record of a physician’s attendance at a non-CME providing conference on billing codes. 
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Since no one at VMC or HHS and no one in the Controller’s Office checks for proof of 
attendance or the attainment of any amount of CME, some physicians are skipping 
significant portions of the conferences that ostensibly justify the travel at County 
expense. If a conference is the authorized County business purpose of the trip, the 
traveler should be required to carry out the County business and attend the conference.  

Both VMC and the Controller’s Office should require that proof of actual attendance 
and CME credit earned be presented prior to reimbursement of any travel expenses.  
Such records should be kept with trip records and should be tracked for purposes of 
monitoring the efficiency of spending on educational trips.   

Other Departments Not Extending Trips; Proof of Attendance Required 

The practice of arriving unnecessarily early before conferences and staying 
unnecessarily late after conferences is not generally prevalent in other County 
departments.  A traveler may arrive the night prior to the beginning of an event or stay 
over until the morning after it ends if exceptionally early start times or late end times 
require it, but extra full days are not generally covered.  In a random sample of trips 
taken by employees of the Social Services Agency during the three-year period FY 2006-
07 through FY 2008-09, 39 percent of travelers returned at 7:00 p.m. or later, and 18 
percent of travelers returned at 9:00 p.m. or later. In all other departments, not 
including VMC, 28 percent of travelers returned at 7:00 p.m. or later. 

Unnecessary and Overpriced Airfare 

Whereas, only 40 percent of non-VMC travelers from the high cost/distant trip sample 
took a plane at County expense to their destination, 94 percent of traveling physicians 
did because they traveled to more distant destinations. Some of this airfare may be 
unnecessary because conferences are oftentimes offered in multiple locations, including 
cities in the State of California or neighboring states. Additionally, some conferences are 
available on DVD at far less cost. For example, a physician spent approximately $2,525, 
including $718 on airfare, traveling to Maui, HI for a conference when it was available 
on DVD for $150. 

Furthermore, as stated in the special travel “guidelines” that were approved by the 
County Executive but have not been approved by the Board (see Section 1), VMC 
physicians have been allowed to book their own air travel. A large number of 
physicians choose to do this rather than go through the County’s travel vendor, 
Giselle’s Travel, as required of all other County employees. According to VMC 
management and HHS Accounts Payable staff, physicians prefer to book their own 
airfare because they claim they are able to find cheaper flights online, need to work 
around their schedules, and cannot book airfare for travel companions through the 
County’s travel agent. 
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Regardless, the auditors identified 17 physicians, or 9 percent of all physician trips, 
whose airfare was more than $100 more expensive than other physicians attending the 
same conference or training seminar. Three examples are provided below: 

• Big Island, HI: $1,203 flight vs. $792 and $784 flights 

A physician traveling to the Big Island, HI purchased a flight costing $1,203, 
when the other two physicians attending the same conference paid $792 and 
$784, respectively. The more expensive flight was booked on October 31, 2008, 
three and a half months before he departed on February 14, 2008. He also 
purchased the flight between the two cheaper flights, which were booked on 
October 15, 2008 and November 9, 2008, respectively. Aside from the cost of the 
airfare, the only other difference between the flights is that the more expensive 
flight was a nonstop flight with United Airlines, while the less expensive flights 
with Hawaiian Airlines included a stop on Oahu. 

• Maui, HI: $896 flight vs. $668 flight 

A physician chose a $896 flight to Maui, HI, while another physician attending 
the same conference was able to purchase a flight for just $668. The more 
expensive flight was booked on March 19, 2008, a month and a half before the 
less expensive flight was booked on May 2, 2008 and four and a half months 
before he departed on August 2, 2008. Similar to the Hawaii trip discussed 
above, the more expensive flight was also a non-stop flight on United Airlines, 
while the less expensive flight with Hawaiian Airlines included a stop on Oahu. 

• Puerto Vallarta, Mexico: $822 flight vs. $562 flight 

A physician paid approximately $822 for roundtrip airfare from San Jose, CA to 
Puerto Vallarta, Mexico, connecting through Los Angeles. She claims there were 
no direct flights to Puerto Vallarta, and the connecting flights through Texas and 
Illinois resulted in longer travel times and possibly overnight stays. However, 
because the connecting flight from Los Angeles to Puerto Vallarta left at 8 AM, 
and there was no flight from San Jose to Los Angeles that would have arrived in 
time, she ended up staying overnight in Los Angeles, adding $181 in hotel costs. 
She stayed in Los Angeles at a cost of $135 on the return trip as well, for total 
additional hotel costs of $316. In comparison, another physician who attended 
the conference paid only $562 roundtrip for a flight from San Francisco, CA to 
Puerto Vallarta, Mexico, connecting through Mexico City without an overnight 
stop. 

While VMC management and HHS Accounts Payable staff believe some of the 
difference in airfare can be explained by physicians booking flights at the last minute, 
Management Audit staff did not find this to be a primary factor as shown by these 
examples. Rather, a physician’s preference to fly non-stop, on a particular airline, 
and/or in and out of particular cities may play more of a role. 
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Excessive Lodging Costs 

Ninety-seven percent of physician trips from the high cost/distant trip sample resulted 
in overnight lodging at County expense. Of these, the average nightly cost to the 
County, including all taxes and charges, was $263. In comparison, only 53 percent of 
non-VMC trips from the same sample resulted in overnight lodging at County expense 
at an average nightly cost of $195. The difference in the average nightly rate reflects the 
fact that some hospital physicians are choosing to stay at more luxurious hotels in 
upgraded rooms, as allowed by the travel guidelines. 

Luxury Hotels and Resorts 

Of the 161 hotels that were paid for by the County for VMC physicians and had a hotel 
star rating through Tripadvisor.com, the average rating was 4.0 stars. Of these, 81 
percent were four- or five-star hotels, costing the County a total of $177,302 over the 
three-year period sampled.4 In comparison, the average hotel star rating of non-VMC 
trips was 3.0 stars, and only 22 percent of these were four-star hotels. Non-VMC 
travelers did not stay in any five-star hotels. 

Based on our survey of other large counties by population, the County of Santa Clara is 
the only county to reimburse the following expenses for hospital physicians: 
 

• Luxury hotels (4-5 star) and resorts (charging resort fees) within the continental 
United States 

• Luxury hotels (4-5 star) and resorts (charging resort fees) in Hawaii 
• Luxury hotels (4-5 star) and resorts (charging resort fees) in foreign countries 

While the single most common hotel that VMC physicians stayed at was the Marriott 
(11 percent), the Hyatt (10 percent), Fairmont (7 percent) and Hilton (7 percent) were 
also used frequently. In addition, physicians stayed at The Ritz-Carlton on 5 percent of 
trips and nearly always stayed at resorts when traveling to Hawaii, Mexico and some 
locations within the continental United States.  

Room Rates and Upgrades 

Of the 106 physician trips for which records reflected a group rate was offered to 
County participants, 65 travelers (61 percent) chose to stay overnight at a rate higher 
than the lowest offered rate. In comparison, all other VMC travelers and non-VMC 
travelers in the high cost/distant trip sample chose to stay overnight at a rate equal to 
or less than the lowest offered rate. Even though the County Travel Policy requires 
travelers to pay the difference between an upgraded room and single occupancy 
standard, the physicians’ travel guidelines have allowed “modest” upgrades, with two 
exceptions. Physicians cannot stay in suites unless they are staying at an all suites hotel 
and penthouses unless it is justified under the County’s Travel Policy. 
 

                                                
4 Physicians often choose to stay in a hotel where the conference is being held, or to stay in a hotel where a block of 
rooms has been reserved, usually at a special rate, for conference attendees.  These hotels tend to be upscale. 
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Consequently, the auditors found numerous instances of physicians upgrading to larger 
rooms with better views. Four examples follow: 

• Las Vegas, NV: $598 for One Night at the Wynn Hotel 

A physician spent $598 with tax on a single hotel night at the Wynn Hotel, which 
was the conference hotel, in Las Vegas, NV. The County paid for a total of three 
nights; however, the first two nights were at a reduced rate of $159 per night plus 
tax, or $173. 

• Mackinac Island, MI: $542 Per Night at Double Occupancy Rate 

A physician traveled to Mackinac Island, MI with her husband, who does not 
appear to be a County employee, and two small children. The physician’s 
original travel authorization allowed for a hotel room rate of $285, which was the 
lowest single rate offered by the Grand Hotel where the conference was held. 
With fees and taxes, this rate would have been $359.50 per night. However, the 
revised travel authorization provided for a room rate of $542.40, which is the 
sum of two persons at the double occupancy rate of $215 per person for an 
upgraded room, plus fees and taxes on the room. The nightly difference was 
therefore $182.90 for the second person and the upgrade. This rate was paid for 
three nights, for a total increased room charge of $548.70. 

• Chicago, IL: $379 Per Night at the Four Seasons Hotel 

A physician who traveled to Chicago, IL selected the most expensive hotel of 56 
hotels where rooms were blocked for the conference. He stayed at the Four 
Seasons Hotel Chicago for $379 per night plus tax, while the least expensive hotel 
room was the Comfort Inn and Suites Downtown for $161 per night plus tax. 

• Oahu, HI: Up to $299 Per Night for Ocean Front Room 

Nine physicians attended the same conference in Oahu, HI, and 11 hotels offered 
a discounted group rate for rooms. All nine physicians paid more for a hotel 
room than the least expensive room rate offered, which was $156 per night plus 
tax for a Village/Garden Room at the Ala Moana. One physician paid just $39 
more for a City/Mountain Room at the Hyatt Regency Waikiki Resort and Spa, 
while another physician paid $143 more for an Ocean Front Room at the 
Sheraton Waikiki. The physician who paid the most, $299 per night plus tax, also 
booked her room online and did not obtain the group rate of $230 per night plus 
tax for the same room. In addition, all but two physicians stayed in an Ocean 
Front or Ocean View Room, which was more expensive than other rooms at their 
hotel or another hotel where rooms were blocked for the conference. For 
example, one physician stayed in a Deluxe Ocean View Room at the Hilton 
Hawaiian Village Beach Resort and Spa for $290 per night plus tax even though 
Village/Garden Rooms were available for $220 per night plus tax. 
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Because the travel guidelines for VMC physicians allow them to purchase “modest 
upgrades”, VMC management and HHS Accounts Payable staff are not seeking any 
reimbursements for upgrades. However, reimbursement is being sought for some 
expenses incurred for the Mackinac Island, MI trip and other trips discussed below. 

Multiple Hotel Rooms for Married Couples 

Another practice that the auditors identified was married physicians who attended the 
same conference and rented two rooms or a condominium for themselves and their 
traveling companions, as follows: 

• Playa Del Carmen, Mexico: 2 Hotel Rooms 

Records indicate that two VMC physicians who are married attended a 
conference in Playa Del Carmen, Mexico and traveled with their parents and 
children. Both physicians rented hotel rooms for five nights at a cost of $191 per 
night plus tax for each room. Consequently, each physician incurred a hotel bill 
of $1,088, and the County reimbursed both physicians. 

• Maui, HI: 2-Bed, 2-Bath Condominium 

A VMC physician and his spouse, who is also a VMC physician, attended the 
same conference in Maui, HI.  The couple rented a 2-bed, 2-bath condominium, 
for which the County paid $523 per night. Each physician claimed half the cost to 
use against their education funds allotment. However, the couple could have 
stayed in a double occupancy hotel room for $256 per night, including tax, 
according to the conference materials. The same couple shared a room and split 
the hotel charge when they traveled to Kauai, HI for a separate conference. 

• Oahu, HI: 2 Hotel Rooms with a Connecting Door 

Two VMC physicians who are married and traveled with their family to Oahu, 
HI, booked two rooms with a connecting door at County expense. In addition, 
the two rooms were Deluxe Ocean View Rooms at $280 per night, even though 
the hotel where they were staying offered Mountain Rooms at $230 per night 
plus tax. 

• Maui, HI: 2-Bed, 2-Bath Condominium and 1-Bed, 2-Bath Condominium 

Another couple employed by VMC rented two separate condominium units in 
the same complex on the same trip. The husband rented a 1,188 square foot, 2-
bed, 2-bath unit with a dining room and living room for $1,225, and the wife 
rented a 1-bed, 2-bath unit in the same complex for $718, resulting in total 
lodging costs of $1,943. The couple appears to be traveling with their parents 
and/or children, so their traveling companions may have used the second unit. 

When initially asked about these trips, VMC management and HHS Accounts Payable 
staff stated that it is difficult to know when physicians are married and that each 
physician is entitled to travel separately and spend out of their individual education 



Section 2: Abuses Resulting from Noncompliance with Travel Ordinances and 
Policies Lead to Excessive Travel Expenses 

Board of Supervisors Management Audit Division 

59 

funds up to the maximum at their discretion. However, the Chief Medical Officer 
recently requested that the physicians reimburse the County for some of the duplicative 
costs. 

Unnecessary Rental Cars 

County Travel Policy requires travelers to provide a written justification on their travel 
authorization form when renting a car. Travelers may only rent a car when it is less 
expensive than other transportation modes, such as taxis, airport limousines and hotel 
airport shuttles, or when a private car is needed for other reasons. They have also been 
instructed to book mid-size cars or smaller when traveling alone or in twos and larger-
sized vehicles when traveling with three or more, if needed to accommodate more 
travelers and luggage. Upgrades are only allowed if there is no additional cost or when 
there are special circumstances (i.e., medical needs, drivers with disabilities, etc.) 

However, per the travel guidelines, VMC physicians have been exempted from 
providing special justification for either use or class of car rentals. This has resulted in 
physicians upgrading to larger and more costly rental cars, multiple physicians renting 
a car for the same conference, married physicians both renting a car so that the second 
car could be used by their travel companions, and physicians renting a car when less 
costly transportation options are available. 

Vehicle Upgrades 

Traveling physicians rented cars at an average cost of $34 per day, compared to an 
average daily rate of $29 among non-VMC travelers in the high cost/distant trip 
sample. The average daily rate for physicians ranged from $15 to $70. While the class of 
car was not always identified on receipts, the auditors found several instances of 
physicians upgrading to larger and/or sportier vehicles. For example, one physician 
rented a Mustang convertible in Hawaii for $60 per day. At the same time, the auditors 
identified several physicians who upgraded their rental cars but paid for the upgrades 
themselves. 

Rental Cars Approved After the Fact 

A physician’s original travel authorization approved approximately $2,440 in total 
expenses, excluding a rental car, for travel to Mackinac Island, MI for a three-day 
conference. The physician rented a car anyway at a cost of $509 for 11 days, requiring 
the travel authorization to be revised well after the expenditures occurred. VMC 
management and HHS Accounts Payable staff are seeking reimbursement for the extra 
days that the car was rented. 
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Multiple Rental Cars for Same Conference 

Management Audit staff also found several instances in which physicians attending the 
same conference each rented a car, as shown by the following three examples: 

• Kauai, HI: 3 Rental Cars, 3 Physicians 

Three physicians traveled to Kauai, HI for the same conference and each rented a 
car. The cost of the rental cars ranged from $116 to $333. 

• Big Island, HI: 2 Rental Cars, 2 Physicians 

Two physicians traveled to the Big Island, HI for the same conference and each 
rented a car. The cost of the rental cars was $213 and $247, respectively. 

• Maui, HI: 4 Rental Cars, 4 Physicians 

Four physicians traveled to Maui, HI for the same conference and each rented a 
car. The cost of the rental cars ranged from $188 to $427. 

Multiple Rental Cars for Married Physicians 

Two VMC physicians who are married rented not only two separate condominium 
units in the same complex on the same trip but also two vehicles, one of which was a 
minivan. Excluding gas, the couple spent about $641 on the two vehicles for the week. 
This was brought to the attention of VMC management and HHS Accounts Payable 
staff, who are seeking reimbursement for one vehicle. 

Less Costly Transportation Options 

Some VMC physicians indicated that they needed to rent a car to travel from the airport 
to hotel, even though other less costly transportation options were likely available. For 
example, one traveler’s hotel was 11 miles from the airport, per Expedia.com, yet he 
rented a full size vehicle at a cost of $174, rather than take an airport shuttle or taxi. He 
also drove the car a total of 449 miles. Another physician traveling to the Big Island, HI 
rented a car at a cost of $455 and drove more than 600 miles when the conference was 
held at his hotel. By comparison, another physician attending the same conference took 
an air taxi instead of renting a car, at a total cost of $150, to get from the airport to the 
hotel and back. 

Excessive Fuel Costs 

Because some VMC physicians rent cars, they also incur fuel costs, which can become 
excessive depending on how many miles are driven. When possible, the auditors noted 
the number of miles driven by traveling physicians in their rental cars. The number of 
miles driven averaged 389, and ranged from a low of 14 miles to a high of 1,551 miles. 

At the same time, not all physicians who rented a car asked for their fuel costs to be 
reimbursed. Slightly more than one-third of traveling physicians in our sample who 
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rented a car asked for their fuel cost to be reimbursed at an average cost of $44. Fuel 
costs ranged from a low of approximately $6 to a high of $113. Seven physicians were 
reimbursed more than $50 for the cost of fuel, and two physicians were reimbursed 
more than $100. The physician who was reimbursed $113 drove approximately 821 
miles when visiting the Big Island, HI, and another physician who was reimbursed $107 
drove approximately 462 miles when visiting Alberta, Canada. 

In addition, Management Audit staff found three instances of physicians using the car 
rental agency’s optional fuel plan. One of these trips was brought to the attention of 
VMC management and HHS Accounts Payable staff, who are seeking reimbursement 
from the physician. 

Duplicative Meal Costs 

When a meal is provided as part of the cost of an event, the County Travel Policy does 
not allow travelers to be additionally reimbursed for the same meal unless the first meal 
is not substantial or if the expense is justified. However, the physicians’ travel 
guidelines have allowed them to claim per diems regardless of whether meals are 
offered at the conference or training seminar. 

Nearly all traveling physicians, 93 percent, in the high cost/distant trip sample were 
reimbursed for the cost of meals, and the auditors found documentation of 11 percent 
being paid for meals beyond the meals offered at the travel site, at a total cost of $3,441 
during the three-year period. One traveling physician was paid per diems even though 
he stayed at an all-inclusive resort in Los Cabos, Mexico that included meals, beverages 
and gratuity. Several other physicians’ registration fee included continental breakfast 
and/or lunch but they claimed the per diem anyway as well. In comparison, while 53 
percent of non-VMC travelers were reimbursed for the cost of meals, the auditors found 
only 3 percent to have been paid for meals beyond the meals offered at the travel site. 

VMC acknowledged that the physician who stayed at the all-inclusive resort should not 
have received per diems for each day of his stay. They are seeking reimbursement from 
the physician. 

Curtailing Excessive Travel 

Per Diem Rates Insufficient to Address Expenditure Abuses 

Although another section of this report makes recommendations to adopt lodging rate 
caps, these are insufficient to adequately curtail the abuses identified in this audit. This 
is because many expenses made were permitted under entirely separate “VMC 
physician travel guidelines” that violate many of the existing cost controls in County 
policy; further, those expenses are not scrutinized for cost due to the provision of the 
funds as a “benefit” of employment.  
 
As an example, these guidelines state that additional nights of accommodation (outside 
of the actual dates of a conference) will be provided “if necessary;” when questioned, 
hospital administrators stated that such expenditures are “necessary” to retain County 
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physicians. Hospital administrators have said they need to “keep the doctors happy” 
by using these funds. They advised us that, if they could not provide travel as a 
benefit of employment, some of their physicians would quit since they can 
make higher salaries in the private sector. HHS Accounts Payable personnel stated that 
they process physician travel expense reimbursements but do not question them, 
because they are employee “benefits.” The appropriateness or need for expenditures is 
determined on the basis of “them (physicians) telling us, not us asking them.” 
Throughout the rest of the County, travel expenditures are routinely questioned and 
denied by department fiscal staff and/or the Controller’s Office. 

Therefore, setting per diem rates in County policy for this subset of employees is 
unlikely to adequately reduce excessive expenditures, since that subset of employees’ 
expenditures are already outside of the County policy. Consequently, an employee 
would still have access to up to $4,500 per year in tuition reimbursement and 
professional development funds, which could be used to pay for weeks or months of 
housing expenses that would not on a daily basis exceed the recommended lodging rate 
caps. For example, one physician used almost two thousand dollars of these funds to 
rent a condominium for two months in another state while on sabbatical for specialized 
training. In that case, the daily rate recommended elsewhere in this report would not 
necessarily have been exceeded. 

VMC management states that the travel benefit is needed to recruit and retain 
physicians. If the Board of Supervisors believes that the current $239,4465 average 
annual base salary plus cash payments in lieu of vacation taken is too low to recruit and 
retain VMC physicians, the Board should consider adding the $4,500 annual tuition 
reimbursement and professional development allowance per physician to the P41-
Physician compensation, and require County physicians to provide at their own 
expense any education and professional development training, including costs of 
conferences. This would ensure that all County travel is conducted in accordance with 
one uniform travel policy that is applicable to all officers, employees and officials of the 
County, and that all County travel costs would be viewed by the taxpayers as prudent 
business practices consistent with the County’s responsibility to fulfill the taxpayers 
business in the most efficient, effective and economical manner possible. 

Additional Steps Recommended 

The Board of Supervisors should act to curtail excesses in physician travel by requiring 
VMC physicians to comply with the County Travel Policy by specifically directing that 
the “2006 administratively approved guidelines” are not permitted, banning County-

                                                
5 Based on current calendar year 2009 payroll records, Valley Medical Center employs approximately 339 
P41-Physicians in permanent codes with an average annual base salary of $231,320.  In addition, as 
employees included in the NS-20.10 Salary Ordinance, about 126 P41-Physicians received cash payments 
for unused leave (either in excess of the maximum number of 117 days that can be accumulated, or at the 
request of the employee) totaling about $2,754,784 or an average of $21,863 per employee receiving such 
additional compensation. Based on the 339 P41-Physicians in permanent codes, this additional 
compensation would average $8,126 per position and bring the total average annual salary including 
leave payments to $239,446. 
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funded conference and training travel to Hawaii, Alaska and foreign countries, and 
restricting the amount of “professional development” funds that may be spent on 
travel. The County could save an estimated $114,023 per year based solely on physician 
travel by restricting non-continental travel. The Controller’s Office should then modify 
the Travel Policy Desk Reference Manual to reflect these changes. 

The Board of Supervisors should cap the proportion of “professional development” 
allocations that may be spent on travel and conference expenses, such as to a certain 
number of dollars per continuing medical education credit, or a fixed amount, such as 
$625 per year. In addition, the Board should define the types of expenditures that are 
permissible from monies appropriated for tuition reimbursement and professional 
development purposes as authorized by Ordinance Code NS 20-10 and all County 
collective bargaining agreements. If the County capped the amount of “professional 
development” money that could be used for physician travel and conference expenses 
to $625 per year, it would save an estimated $453,000 per year.  Alternatively, 100 
percent of conference expenses could be paid by the County out of the physician’s 
“professional development” allocation, and a reimbursement cap could be placed on 
travel costs, such as hotel, meal and transportation expenses. The amount of savings 
resulting from adoption of a travel expense cap would depend on the cap amount.   

Potential Tax Implications 
 
Interpreting the complexities of the federal tax code relative to fringe benefits is beyond 
the scope of this audit. However, the existing manner in which physician “professional 
development” funds have been used to provide for unquestioned travel expenses for 
employees who are on vacation suggests that the funds are in fact fringe benefits. Any 
fringe benefit that is not specifically excluded from taxation is taxable. Internal Revenue 
Service Publication 15-B states that “education assistance” expenditures up to $5,250 
may be excluded from taxation under certain circumstances. However, it specifically 
states that the exclusion does not apply to “lodging, meals or transportation,” as shown 
in Attachment N. 
 

As previously described in this section, many other County employees use some form 
of “professional development” funds.  In some cases, expenditures for equipment, such 
as computers, that are purchased with these funds, are currently being treated as 
taxable income to the employee. For example, Government Attorneys’ Association 
employees who purchase a computer with the use of professional development funds 
as provided by their labor agreement are currently paying income tax on those 
expenditures. In addition to travel, Valley Medical Center physicians are purchasing 
some items that could be considered equipment, such as iphones, with their 
professional development dollars. The County Controller’s Office, in conjunction with 
the County Counsel and other personnel as appropriate, should determine whether the 
existing uses of employee development funds for physician travel and other types of 
purchases, as well as similar funds’ usage by other County employees, is taxable as 
income. If so, these funds should be included in affected employees’ W-2 forms.   
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Signatures and Modifications of Travel Forms and Authorized Amounts  
 

Division A31 of the County Ordinance Code requires travelers to obtain travel 
authorization as specified in the Travel Policy. For trips requiring payment advances, 
overnight stays, or airfare, the policy requires advance written authorization. The 
County has a Trip Authorization Form that satisfies this requirement by authorizing 
both the trip itself and estimated expenses. However, with respect to hospital 
physicians traveling with funds from their individual “professional development” 
accounts, the authorizations are frequently revised after the trip. Some revisions are for 
less than the original estimated cost and some are for more. Typically, the increases are 
driven by “discretionary” choices, such as hotel or vehicle upgrades.  
 
For example, the then-County Executive authorized on November 13, 2008 one 
physician’s trip to an April 2009 conference in Hawaii at an estimated cost of $2,742. 
When the physician returned from the trip, the Travel Authorization was “revised,” 
with a new signature from the doctor and hospital administrator, but not the County 
Executive. The original figures totaling to $2,742 were “whited out” and written over by 
hand, with the new trip expense totaling $3,540. The primary difference in the expense 
was due to the physician’s stay in more luxurious accommodations than originally 
planned.  
 
Pursuant to the County Travel Policy and Section A31-8 of the County Ordinance Code, 
employees seeking reimbursement for travel expenses are required to complete a Trip 
Expense Voucher. As shown in Attachment B, the ordinance code states:  
 

“Before any reasonable and necessary travel expenses are paid to any 
person traveling on County business, a County trip expense report must 
be completed in compliance with the guidelines in the Travel Policy Desk 
Reference Manual.” 

  
As shown in Attachment O, the trip expense voucher requires the traveler to sign the 
following statement: “I hereby certify under penalty of perjury that the above claim is 
for expenses that are reasonable and necessary for the performance of my services to the 
County and such claim is true and correct in accordance with Travel Ordinance A31 
and County Travel Policy as set forth in the Travel Policy Desk Reference Manual.” 
 
The travel policy instructions, as shown on page 2 of Appendix Q-2 in the County 
Travel Policy, which is page 175 of this report, state that the traveler’s signature under 
this statement is required for “advance request, final accounting, or reimbursement 
claim.” Under existing practice with respect to hospital physician travel, multiple 
expense voucher forms are provided to the Controller, which processes these 
physicians’ travel expense reimbursements. One of these forms is signed by the 
physician traveler, but usually the signed one has been altered or is for a different 
amount than the final payment the physician receives. The final payment is authorized 
by a final expense voucher form, but that one is never signed by the claiming physician. 
Auditors did not find this practice occurring for any County travelers except employees 
of Budget Unit 921 – Valley Medical Center.  Hospital administrators say this process 
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occurs due to the centralization of processing at the Health and Hospital System. The 
final form is processed in the Health and Hospital System administrative offices, which 
are in a building adjacent to the main hospital. 
 
The signed form is frequently altered with “white out” and/or additions and deletions 
of expenses made by hand, or the total amount of payment to the physician is different 
than the version that is used as the basis for payment of the total trip cost.  
 
In reference to the previously cited example of the Hawaii conference, when the doctor 
submitted the Trip Expense Voucher for reimbursement of actual expenses, the form he 
signed was for reimbursement of $3,521. However, the final Trip Expense Voucher, 
which was not signed by the physician, and which was the basis for actual payment, 
resulted in reimbursement of $3,686, or $165 more than requested via the signed 
voucher, $146 more than the “revised” travel authorization form, and $944 more than 
was originally estimated and approved by the County Executive prior to the trip.  

The practice of physicians signing an incomplete, inaccurate or altered Expense 
Reimbursement Voucher, which is not the basis for final payment, and then never 
signing for the final payment, reduces employee accountability for travel expenses. 

“Revising” amounts on Travel Authorization Forms after travel has occurred for 
substantially higher-than-approved amounts without obtaining the same management 
level of approval for the actual expenses, and processing payments for reimbursements 
based on altered and/or unsigned documents, are both poor practices.  The Controller’s 
Office should deny payment for such claims. Documentation submitted should ensure 
that the true expenses that are to be reimbursed are clearly authorized by both the level 
of management specified by the Travel Policy and by the traveler.  

CONCLUSION 

California State law requires many professional and trades employees to obtain 
continuing education to maintain their licenses or comply with professional standards. 
Throughout the County budget, the Board of Supervisors has appropriated funds to 
pay for such costs as a benefit to these employees. However, these appropriations were 
not intended to be used as a vacation travel benefit, which would require reporting the 
value of such a benefit as taxable income to the Internal Revenue Service. 

However, VMC physicians are frequently taking distant, expensive trips at County 
expense while on vacation or other paid leave. Many trips are extended well beyond the 
time required by the event, and since there is no requirement that the physicians 
actually attend the conference, many physicians are skipping significant portions of the 
conferences.  

The Board of Supervisors should act to curtail such excesses by requiring VMC 
physicians to adhere to the County Travel Policy, banning County-funded conference 
and training travel to Hawaii, Alaska and foreign countries, and taking other steps 
recommended in this section. 
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RECOMMENDATIONS 

The Board of Supervisors should direct the County Executive to: 

2.1 Require VMC physicians to comply with the County Travel Policy, and prohibit 
Valley Medical Center and the Controller from processing reimbursements based 
on administratively approved physician travel “guidelines” that have not been 
approved by the Board of Supervisors. (Priority 1) 

2.2 Work with the Controller to amend the County Ordinance Code and Travel 
Policy to ban County-funded conference and training travel to Hawaii, Alaska 
and foreign countries. (Priority 2) 

2.3  Cap the proportion of “professional development” allocations that may be spent 
on travel and conference expenses to a certain number of dollars per continuing 
medical education credit or some other fixed amount. (Priority 1) 

2.4 Direct the Controller to prepare a proposed amendment to the County Travel 
Policy explicitly defining types of expenditures that are permissible from monies 
appropriated for tuition reimbursement and professional development purposes 
as authorized by Ordinance Code NS20-10 and all County collective bargaining 
agreements. (Priority 1) 

2.5 Require travelers to furnish proof of actual conferences dates, not just advertised 
dates, on the Travel Authorization form prior to travel, and to furnish proof of 
actual attendance at conferences or County business functions prior to receiving 
reimbursement for any travel costs, consistent with requirements for other 
County employees. (Priority 3) 

2.6 Require Valley Medical Center and the Controller to obtain proof of actual 
attendance and CME credit earned prior to reimbursing any travel expenses. 
(Priority 3) 

2.7 Require Valley Medical Center to maintain a central file of CME records for all 
physicians. Such records should be tracked for purposes of monitoring the 
efficiency of spending on educational trips.  (Priority 3) 

2.8 Direct the Controller, in conjunction with the County Counsel and other 
personnel as appropriate, to determine whether the existing uses of employee 
development funds for physician travel and other types of purchases, as well as 
similar funds’ usage by other County employees, is taxable as income. If so, these 
funds should be included in affected employees’ W-2 forms.  (Priority 3) 

2.9 Require the Controller to deny payment for travel expense claims for claimed 
expenses that substantially exceed the authorized amounts without approval of 
the new amount by the appropriate level of management, and deny payment for 
claims for which the traveler has not provided a signed, unaltered Trip Expense 
Voucher for the trip expense amount claimed. (Priority 3) 
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SAVINGS AND BENEFITS 

Implementation of these recommendations would result in less costly reimbursements 
for airfare, lodging, rental cars, fuel, meals and other charges and fees. If the County 
were to eliminate travel to the non-continental United States and foreign countries for 
conferences and training seminars, the County could also save an estimated $114,023 
per year based solely on physician travel. If the County capped the amount of 
“professional development” money that could be used for physician travel and 
conference expenses to $625 per year, it would save $453,000 per year. The $625 cap 
would provide $25 in dedicated travel funds for each continuing education credit the 
physicians are required to obtain. Currently, the law requires physicians to obtain 50 
continuing education credits every two years. As previously indicated, many County 
employees receive little, if any, professional development money that may be used for 
travel expenses associated with continuing professional education.  

Implementation of Recommendation 2.4 would provide guidance to VMC physicians’ 
non-travel “professional development” expenditures on such items as books, medical 
subscriptions, computers, and iPhones.  
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SCOPE OF THIS MANUAL 
 
Policies, Guidelines And Procedures: 
This desk reference manual regarding County travel provides policies and 
guidelines and establishes procedures for employees and others incurring 
business travel expenses on the County’s behalf.   
 
Affected Parties: 
The policies, guidelines and procedures contained herein apply to all employees 
and officers of Santa Clara County whether appointed or elected, members of 
boards and commissions advisory to the Board of Supervisors, County 
volunteers, as well as non-employees traveling on County business.  Contractors 
and professional consultants may also be subject to these policies and guidelines, 
when their contracts are written to incorporate County travel policies.  Where 
reasonably practical, service agreements and contracts should be written to 
comply with these policies when terms include travel provisions for contractors 
and professional consultants whose travel expenses are paid by the County.  
Sample language can be found in Appendix K. 
 
For the remainder of this document, County business travelers will be referred to 
as “travelers” or “employees,” unless otherwise noted. 
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PURPOSE, OBJECTIVES AND PRINCIPLES 
 
Purpose: 
The Santa Clara County Ordinance, Division A-31 authorizes travel for business 
purposes, on the County’s behalf.  The ordinance allows advances and 
reimbursement for actual and necessary expenses incurred by County employees 
and others for business travel and related expenses.  The ordinance also states 
that specific policies, procedures and guidelines are provided in this Santa Clara 
County Travel Desk Reference Manual, as well as the Santa Clara County 
Administrative Policies and Procedures Manual.  The County Ordinance and 
County Administrative Policy on travel can be found in Appendices A and B. 
 
Objectives: 
The objectives of the County’s travel policy and procedures documents are as 
follows: 
 

• To support travel costs incurred on behalf of the County for the purpose of 
conducting County business 

• To establish uniform criteria and approval authority for advances and 
reimbursement of travel expenses for County business travelers 

• To ensure all County business travelers have a clear and consistent 
understanding of policies and procedures for business travel 

• To provide County business travelers with a reasonable level of service and 
comfort at reasonable cost 

• To avoid the improper use of County funds for travel that does not benefit 
the County. 

 
Guiding Principles: 
Travel on behalf of the County will be approved when the purpose results in a 
benefit to the County. 
 
All expenses incurred while traveling on County business should be a reasonable 
and prudent use of public funds.  Cost will be taken into account when weighing 
the importance and benefits of the business purpose for travel.   Travelers should 
choose the most efficient, direct and economical travel options required by the 
occasion. 
 
Travel is authorized for the minimum number of persons necessary to carry out 
the business purpose of the travel, and only for those whose job tasks are directly 
related to the purpose of the travel. 
 
Occasions for Travel: 
Examples include the following types of occasions when the County traveler is 
required to travel out of the general region to: 
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• Attend a convention, seminar, meeting, school, or training  
• Make professional presentations as a County employee or official 
• Interview persons; inspect programs, facilities or institutions; conduct 

surveys; exchange professional information 
• Work at a project location sufficiently distant from the main or regular 

place of work to require overnight lodging 
• Work long hours away from the main or regular place of work where daily 

travel is impractical 
• Transport equipment to and from distant points for repair or maintenance 
• Transport prisoners and/or clients; attend legal proceedings or hearings 
• Participate in formal activities, including hosting of persons who, for 

protocol reasons, merit appropriate courtesies and hospitality 
 
Non-occasions for Travel: 
Membership in an organization is not of itself a basis for travel authorization, and 
in no circumstance shall employees be authorized to travel as a reward for 
meritorious service, performance, or employee recognition, unless the purpose is 
to receive an award of formal recognition bestowed by a recognized outside 
organization for work performed for the County. 
 
Exception Principles: 
Exceptions to specific provisions of County travel policy may be authorized on a 
case-by-case basis, and only when there is adequate written justification and 
documentation and the travel is within the intent of the overall travel policy.   
Allowable exceptions are confined to the following conditions: 
 

• To serve the business interest of the County 
• To avoid a severe hardship or inconvenience 
• To observe an established or expected protocol at a specified event 
• To respond to an emergency situation 

 
See also sections Requests for Exception and Approval of Exception, below, pages 
15-16. 
 
Possible Conflict with Labor Agreements or Laws: 
These policies apply to all County employees unless they are in conflict with 
specific provisions of existing labor agreements or with specific provisions of 
state or federal law.  In such cases, the provisions of those agreements or laws 
shall prevail for the employees covered under those agreements or laws.  
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Geographical Categories: 
Santa Clara County travel policies cover three geographical categories: 
 

• In-State  
• Out-of-State (within contiguous 48 states) 
• International and Travel to Hawaii/Alaska 

 
Advance Fund Request and Claims Submission: 
A County traveler may submit a request for advance funds to cover anticipated 
out-of-pocket travel expenses whenever the expenses are incurred as part of 
official duties and the traveler does not have a P-Card.  He or she may also 
submit a claim for reasonable, actual and necessary incurred expenses related to 
such authorized travel.  
 
Prudent Judgment and Common Sense: 
While this manual tries to provide specific guidelines for most circumstances that 
might be encountered while traveling on County business, it cannot anticipate all 
possible circumstances.  When such circumstances occur, employees should use 
prudent fiscal judgment and common sense in the expenditure of public funds. 
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RESPONSIBILITY AND ENFORCEMENT 
 
Traveler: 
Anyone who travels on County business, or supervises someone who travels, is 
responsible for knowing the general intent of the travel policy.  The traveler is 
responsible for complying with the County’s travel policies and exercising 
reasonable and prudent judgement relative to County business travel.  The 
traveler is also responsible for obtaining proper authorization and preparing and 
submitting expense reports on a timely basis along with appropriate receipts.  
 
Dept. Head, Agency/Dept. Head, Board Appointee, Elected Official: 
Note:  Agency/Department Heads report directly to the County Executive.  
Department Heads report to Agency/Department Heads. 
 
The Department Head, as well as Board Appointee and Elected Official are 
responsible for travel requests and expenditures of their corresponding 
departments, and for exercising due diligence to ensure that authorized travel is 
necessary and appropriate for the conduct of County business, that the cost is 
reasonable and justified by the trip’s purpose, and that the travel expenditures 
are within budgetary limits.  They are also responsible for assuring that expense 
reports are accurately reviewed for compliance and for review and 
recommendation regarding exceptions.   
 
While this policy places the primary responsibility for departmental travel 
oversight on the department head level in the overall County organization, 
respective immediate supervisors/managers, including the County Executive (or 
designee) and  Agency/Department Heads may impose any additional approval 
levels or processes that they require for respective individuals and/or 
organization(s) under their purview.    
 
Department Travel Coordinator: 
The Department Travel Coordinator is considered to be the “resident expert” and 
is the primary contact point for travel-related matters.  He/she provides 
information, instruction, and training to department staff.  As the department 
resource for travel arrangements, forms and materials, the Coordinator receives 
training, updates and changes to travel policies and procedures from the 
Controller-Treasurer Department and is responsible for notifying his/her 
departmental personnel.  The Coordinator is a contact point for obtaining 
electronic forms.  He/she is also responsible for providing travel assistance in 
several ways, including assistance with documentation, e.g., additional 
justifications, and consultation and/or troubleshooting regarding claims issues, 
e.g., discrepancies, need for clarification or additional paperwork; maintenance 
of central travel control log; and BTA reconciliation.   In cases where charges are 
inconsistent with general policy guidelines but are justifiable, or when there are 
travel costs that may otherwise be questioned, the Coordinator assists in ensuring 
that the business purpose of travel costs is clearly stated.  Department 
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Coordinator responsibilities include screening and reviewing travel plans ; 
making, coordinating and expediting travel arrangements; and/or helping 
travelers who have difficulties during travel.  All travel shall be coordinated 
through a designated coordinator in each department/agency.
 
Controller-Treasurer: 
The Controller-Treasurer has final approval authority as to the appropriateness 
and reasonableness of reimbursement requests other than exceptions described 
below and works with the County Executive, Agency/Department Heads and 
Department Heads to maintain Countywide common and consistent travel 
practices as governed by these policies and guidelines.   
 
The Controller-Treasurer has lead responsibility in the regular review of travel 
policies and procedures and the development of amendments, as needed.  See 
also Resource Materials and Forms section, page 17. 
 
Controller-Treasurer Department: 
The Controller-Treasurer Department is responsible for exercising general 
oversight for the processing of reimbursement requests in order to insure 
consistency with the policies and guidelines set forth in this document.  The 
Controller-Treasurer Department processes claims, including conducting desk 
audits, and provides timely, accurate reimbursement to claimants. 
 

Regular updates to the published travel policies and procedures are provided by 
the Controller-Treasurer Department via two documents: the Santa Clara County 
Administrative Policies and Procedures Manual Travel Policy, and this written 
County Travel Desk Reference Manual.  This Desk Reference provides greater 
detail on the subject, as well as examples and travel tips.  The Department Travel 
Coordinators shall be advised of all such updates and changes and are 
responsible for notifying departmental personnel. 
 
Who to Call on Travel Policy Issues: 
Any questions, concerns or suggestions regarding County travel policy may be 
directed to the Department Travel Coordinator of the traveler’s department.  The 
Coordinator can contact the Claims Unit Supervisor of the Controller-Treasurer’s 
Office at 299-5218, for assistance and/or providing information. 
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TRAVEL AUTHORIZATION 
 
Obtaining Travel Authorization: 
Travel authorization should be obtained as early as reasonably possible prior to 
the date of travel. 
 
Authorization is required for all County travel for County business purposes.  
Employees must always secure advance approval from their direct 
supervisor/manager for all County travel.  This approval may be verbal or in 
writing based on the supervisor/manager’s policies and requirements.  However, 
certain approvals must always be in writing as stated in the section which follows 
(Advance Written Request).   
 
Written request for travel is made on the Travel Authorization form.  Blank form 
samples and instructions can be found in Appendix Q. 
 
Authorizations may also be provided via designee in accordance with individual 
department policy. 
 
Advance Written Request: 
For in-state travel, advance written request and approval are required if travel 
includes overnight stay, airfare or advanced funds.  For these circumstances, 
Board Appointees provide advance written notice (rather than request) to the 
Board Chair.  
 
For Out-of-State travel, advance written request and approval are required.  For 
these circumstances, Board Appointees provide advance written notice (rather 
than request) to the Board Chair.  
 
 
For International travel, advance written request and approval are required.  
However, for Board members and their staff, public session approval may occur 
after-the-fact if timing prevents pre-approval; reimbursement for travel costs will 
be provided only after Board public session approval. 
 
A flow-chart showing requirements can be found in Appendix D. 
 
For international travel, advance written request must first be approved at the 
intermediary (e.g., departmental) level, then subsequently forwarded to the final 
approving authority for pre-approval.  In cases where there is no intermediary 
level, requests are sent directly for final pre-approval. 
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LEVELS OF APPROVAL
 
Travel approval levels and requirements are summarized in table format (2) in 
Appendix C. 
 
Board of Supervisors, as a Board: 
The Board of Supervisors, acting as a Board, approves in public session all 
international business travel for Board members and their staff.  Normally, this 
approval occurs in advance, however, if timing prevents advance approval, the 
travel may be pre-approved in writing by the associated Board member and be 
approved after the fact by the Board of Supervisors in public session.  
Reimbursement for travel costs will be provided only after Board approval is 
granted in public session. 
 
The Board also pre-approves in public session all County business travel for 
County Commissioners.   
 
Chair of the Board of Supervisors: 
The Chair of the Board of Supervisors shall pre-approve all international travel 
for Board appointees.   
 
The Chair also authorizes exceptions to the travel policy for Board members, for 
their staff and for Board appointees.  Exception authorizations require a written 
recommendation by the Finance Agency Director.
 
Vice-Chair of the Board of Supervisors: 
The Vice-Chair of the Board of Supervisors shall authorize exceptions to the 
travel policy for the Board Chair.  Exception authorizations require a written 
recommendation by the Finance Agency Director. 
 
Members of the Board of Supervisors and Other Elected Officials: 
Note: Other Elected Officials are the District Attorney, the Sheriff, and the 
County Assessor. 
 
Members of the Board of Supervisors and other elected officials may approve 
their own in-state and out-of-state travel.   
 
Board members and other elected officials shall notify the Clerk of the Board of 
their planned business travel.  The Clerk of the Board will post notice of Board 
business travel in the board agenda.  Emergency or last minute travel may be 
noticed after the fact.  Board absences are separately covered in the Rules of the 
Board of Supervisors, Chapter V.   
 
Board members and other elected officials shall also approve all in-state and out-
of-state travel for their staff and give preliminary approval for their staff’s 
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international travel and exception requests before forwarding for final 
determination.   
 
Board Appointees: 
Note:  Board Appointees are the County Executive, the Clerk of the Board, the 
County Counsel, the Director of Child Support Services, the Public Defender, and 
the Chief of Correction. 
 
Board appointees may approve their own in-state and out-of-state travel but 
must submit prior written notice to the Board Chair of all travel which is 
overnight or includes airfare (written approval is not required).  For their staff, 
they approve all in-state and out-of-state travel and give preliminary approval for 
their staff’s international travel and exception requests before forwarding for 
final determination. 
  
County Executive: 
The County Executive, as a Board appointee, has authority and responsibility as 
noted above.  The County Executive (or designee) approves all in-state and out-
of-state travel for his/her direct reports.   
 
In addition, the County Executive pre-approves all international travel for Board 
appointee staff, elected officials, elected official staff, Agency/Department Heads 
(Executive direct reports), Department Heads, department staff, department 
affiliated non-employees, and any others.  See Sheriff/District Attorney below 
regarding special consideration for travel to Hawaii and Alaska relating to 
extraditions. 
 
The County Executive also authorizes exceptions to the travel policy for 
Agency/Dept. Heads (Executive direct reports), Elected Officials, Elected Official 
Staff, Board Appointee Staff, Commissions, Advisory Boards, Task Forces and 
any others, as needed.  Exception authorizations require a written 
recommendation by the Finance Agency Director.
 
Sheriff/District Attorney 
In addition to having the standard authority for travel as Departmental Heads, 
the Sheriff and the District Attorney are authorized to approve all travel for their 
departments relating to extraditions to and trials in Hawaii and Alaska.  This is 
due to the critical time sensitive nature of their business. 
 
Agency/Department Heads: 
Note:  Agency/Department Heads report directly to the County Executive.  
Department Heads report to Agency/Department Heads. 
 
Agency/Department Heads approve all in-state and out-of-state travel for their 
reporting Department Heads.  They give preliminary approval for their reporting 
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department heads’ international travel before forwarding to the County Executive 
for final determination.  
 
They also authorize exceptions to the travel policy for their reporting Department 
Heads, and related department staff and affiliated non-employees.  Exception 
authorizations require a written recommendation by the Finance Agency 
Director. 
 
Department Heads: 
Department Heads report to Agency/Department Heads.  They approve all in-
state and out-of-state travel for their department staff as well as department-
affiliated non-employees.  For their departmental staff and affiliated non-
employees, they give preliminary approval for international travel and for 
exception requests before forwarding for final determination. 
 
Final Approval: 
The Controller-Treasurer has final approval as to the appropriateness and 
reasonableness of all reimbursement requests.  Reasonable variances or costs 
greater than anticipated should be explained in writing, providing reasons and 
appropriate supporting documentation.  Department Head approval is required 
before submitting to the Controller-Treasurer.   
 
Requests for Exception: 
Occasionally there may be exceptions to these policies and guidelines that are 
reasonable and necessary and which adhere to the Exception Principles stated in 
the Exception Principles section, page 8.   
 
Exception requests should be clearly explained and documented and should be 
approved at the earliest opportunity.  Requests should be submitted on the Travel 
Exception Request form which can be found in Appendix Q. 
 
Approval of Exception:   
Requests for exception to the Travel Policy must be reviewed and approved on a 
case-by-case basis at the supervisory and department levels before submitting for 
final authorization, which may be granted as follows: 
 

EXCEPTION APPROVER  EXCEPTION APPROVAL FOR 
Chair, Board of 
Supervisors 

Board Members 
Board Staffs 
Board Appointees 

Vice Board Chair Board Chair 
Agency/Department Head Agency/Department Employees 

Department Employees 
Department Affiliated Non-Employees 

County Executive Agency/Dept. Heads (Executive Direct 
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Reports) 
Elected Officials 
Elected Official Staff 
Board Appointee Staff 
Commissions, Advisory Boards, Task Forces 
Any others, as needed 

 
All approved exceptions require a written concurring recommendation by the 
Finance Agency Director as to accordance with the established Exception 
Principles, stated on page 8.  Requests which receive a positive recommendation 
by the Finance Agency Director will be forwarded to the Controller-Treasurer 
Department Claims Unit for processing.  Negative recommendations will be 
returned to the initiating department. 
 
Under no condition may any county official or employee approve his/her own 
exception request. 
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GENERAL CONDITIONS 
 
Resource Materials and Forms:  
A comprehensive account of policies, procedures, as well as travel information,  
suggestions and examples are included in this County Travel Desk Reference 
Manual.  
 
The core policies are cited in the County Administrative Policies and Procedures 
Manual, as authorized and referenced in the Santa Clara County Ordinance, 
Division A-31 and in this document.  See Appendices A and B. 
 
A guide for minimizing travel expenses is available for travel planning.  See 
Appendix E.  A Quick Reference Guide is available for fast and easy reference to 
the County’s main travel policies and procedures.  See Appendix F.  A guideline 
for reviewing Trip Expense reports is provided on pages 53-54. 
 
The appendices also include a variety of other useful resources for the County 
traveler. 
 
The above documents, as well as forms, are available from the Department Travel 
Coordinators and are included in the appendices of this document.  They are also 
available online at the Controller-Treasurer’s Website located on the County 
Intranet,  http://www.controller.  Revision of these policies and documents is 
under the direction of the Controller-Treasurer and will be done as needed and 
whenever major changes are made to federal indexes.  In addition, every two 
years they will be comprehensively reviewed.  Updates will be issued as changes 
occur.  The Board of Supervisors shall approve all major revisions and changes to 
travel policies in these manuals.
 
Travel Tip:  The Department Travel Coordinator should provide a copy of the 
Quick Reference Guide to employees prior to their trip. 
 
Travel Options – Minimize Costs: 
Employees should choose the most efficient, direct, and economical travel 
options required by the occasion.  If two or more employees are authorized to 
attend the same event, departments shall coordinate travel arrangements to 
minimize the total cost to the County.  
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Illness: 
If an employee becomes sick or suffers a work-related injury and must delay 
returning, the County will reimburse for additional living expenses (except those 
costs directly related to the illness or injury, such as physician or hospital costs) 
until he/she is able to return home.  In addition, the County will pay for the costs 
of increased airfare and/or other reasonable travel costs should it be necessary 
for the employee to return home early or late due to illness or work-related 
injury.   
 
The employee should notify his/her supervisor as soon as possible if he/she 
becomes ill or is injured.  The time will be counted as sick leave if it occurs during 
the normally scheduled work hours, and the County’s normal sick leave rules will 
apply. 
 
Overtime: 
If an employee agrees to go out of town on business travel on a weekend or on 
his/her own time, then the travel is not considered overtime eligible unless 
mandated by the Fair Labor Standards Act.  When considering weekend travel or 
a Saturday Night Stayover, the employee’s decision should be based on his or her 
own benefits from the travel purpose (e.g., education, networking, opportunity to 
visit the area, etc.).  
   
Accordingly, overtime shall not be authorized in connection with travel on 
County business without prior authorization from the Department Head, or 
unless it is mandated as stated above.  As part of approving travel, department 
managers should consider the effect of either authorized or mandated overtime 
on the total cost of the travel. 
 
Extended Travel for Business Reasons: 
In some situations extended travel time may be required.  For example, in a 
change of venue trial the defense or prosecution teams may require extended stay 
in an area, sometimes as long as a month or more in duration.  In this case, to 
save money it may be advisable to make special arrangements.  A possibility 
might be to secure alternative lodging such as renting an apartment or other 
temporary housing.   Cost saving measures should always be considered where 
possible and appropriate.  
 
Extended Travel for Personal Reasons: 
Travelers sometimes extend the length of a business trip by adding personal 
travel to the trip.  In such cases, there must be no additional cost to the County.  
With supervisor approval, the County will cover the base travel expenses, and any 
additional cost above the base is the sole responsibility of the traveler. 
 

Example: 
An employee attends an approved business conference in Miami, Florida, and 
it is possible to take an additional flight extension to Orlando to visit Disney 
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World at no extra cost for the ticket.  In this case, the County will cover the 
full cost of the air ticket and the employee is responsible for all costs related to 
the side-trip.  The employee is responsible for providing documentation with 
the travel request showing that there is no increased cost.  However, if the 
cost of the 3-way airfare is greater than the round trip to Miami, the employee 
will be responsible for incremental additional airfare. 
 

If an employee’s extended personal travel includes a Saturday Night Stayover   
airfare discount, the extended travel expenses may be claimed up to the level of 
higher cost travel at the Y-Cal/other rate quoted by an authorized County travel 
agency.  See also sections Low Airfare Alternatives and Saturday Night Stayover 
page 27-28 and Saturday Night Stayover instructions in Appendix Q. 

    
An extension of time for personal travel is the responsibility of the traveler and 
will be on the employee’s own personal time.  Travel time beyond the amount 
required for County business purposes must be charged to an available leave 
balance such as STO, vacation, or personal leave, even if the extension of time 
results in a lower total cost to the County.  When combining business and 
personal travel in this manner, supervisor approval is required. 
 
Both employees and managers should be cautioned that the frequent use of 
personal extensions and side trips may be questioned if there appears to be a 
pattern.  In addition, care must be taken to document those costs attributable to 
the personal portion of the side trip and to have those costs billed separately to 
the employee whenever possible.  
 
Spouses and Guests: 
Spouses and guests may accompany the County traveler on County travel and at 
conferences, seminars and meetings.  However, any additional costs associated 
with the participation of the spouse or other guests are the responsibility of the 
traveler. 
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TRAVEL PLANNING AND ARRANGEMENTS 
 
Consider All Costs: 
In choosing the most efficient, direct, and economical mode of transportation, 
the traveler should take into account total costs including the airfare cost, ground 
transportation availability and cost, alternate airport options, departure and 
travel times and their impact on work time, expediency, daily expenses, and 
similar measures of reasonable travel conditions. 
 

Example: 
A traveler may select an airfare ticket which does not have the lowest price in 
circumstances such as the following: 
 

• The overall cost of the trip is less because of less expensive ground 
transportation connections or lower mileage to/from the airport 

• The lowest fare ticket departs at an unreasonable time 
• The lowest fare ticket requires unreasonably excessive time due to 

multiple stopovers, etc. 
 
Minimizing Time Spent Away: 
Travelers should schedule their trip so that they leave at the latest reasonable 
time and still arrive at their destination on time.  They should also return 
promptly as soon as their business is finished, thereby minimizing both the time 
away from work and corresponding expenses. 
 
Booking Reservations: 
Reservations should be made as early as possible to take advantage of available 
discounts. 
 
Travel Hint:  We recommend the following minimum time margins for pre-
booking air flights:  In-State -7 days;  Out-of-State - 21 days;  International - 28 
days. 
 
Booking Methods: 
Travel reservations for all air travel, lodging, car rental and public carriers, 
including en route changes, can be booked through an approved travel agency.  
 
A list of current County approved travel agencies can be found in Appendix G.   
The travel agency will ask for a copy of the approved Travel Authorization form to 
facilitate their reporting requirements to the County.  The traveler should 
fax/email a copy to the agency. 
 
When making direct reservations, it is especially important to be sure that 
expenditures will be a “reasonable and prudent use of public funds.”  Usually pre-
arranged accommodations (e.g., for a conference) provide very reasonable cost 
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choices, and direct booking is easy and efficient, requiring no special 
justifications.  
 

Travel Tip:  Costs related to conferences and training events such as lodging are 
often negotiated in advance by the conference/training sponsor at favorable 
rates.  In such cases, it is advised to utilize those rates when appropriate and 
book early since the sponsors secure a block of guaranteed rates which are 
available on a first-come, first-serve basis.  In addition, governmental rates can 
occasionally be less than event rates.  Hotels will not publicize this, so one 
should specifically ask about such rates before securing the event rates.   
 
Group Events: 
Any department planning to sponsor travel that has a group of 10 or more should 
contact a County approved travel agency to inquire about the possibility of group 
discounts.  Department Travel Coordinator should coordinate travel for the 
entire group.  Group travel is defined as 10 people traveling to a common place 
for a common purpose.  This includes travel for conferences, education or 
training events, management meetings, professional/technical meetings, or 
emergency response situations. 
 
Ticket Delivery:  
Tickets which have been reserved through a County approved travel agency are to 
be sent by the agency directly to the department’s specified work location.  
Ticketless (e-ticket, e-travel) travel is becoming very common and is encouraged.  
It can also be less expensive, as some airlines charge a fee to print a ticket. 
 
Cancellations: 
When travel arrangements must be cancelled, the traveler or the Travel 
Coordinator is responsible for handling the cancellation and for documenting the 
cancellation number to avoid possible billing disputes later.  See also 
Cancellations/Unused Tickets section, page 29. 
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ADVANCES AND USE OF P-CARDS
 
Travel Advances: 
Travel advances are allowed for costs which are not paid directly by the County 
and when the traveler does not have a P-Card.  The Trip Expense Voucher form is 
used for requesting advances (as well as for documenting the final travel expense 
report).  Whenever a County traveler requires an advance of funds for traveling 
expenses, a written, approved request for an advance will be submitted to the 
Controller-Treasurer Department Claims Unit on the Trip Expense Voucher, 
accompanied by a copy of the signed Travel Authorization.  To insure timely 
preparation of the advance payment, travelers should submit their requests to the 
Controller-Treasurer within 15-30 days before the trip date.  Blank form samples 
and instructions can be found in Appendix Q. 
 
Only items authorized on the Travel Authorization and which the County has not 
already paid in full can be included in the calculation of the Cash Advance.   
 

Example: 
The Travel Authorization was approved for 5 nights lodging, and the first 
night has been paid by the County.  Only the cost of the other 4 nights can be 
included in the calculation of the advance. 
 

The amount requested for each line item must not exceed the amount authorized 
on the Travel Authorization. 
 
No advance will be provided for mileage reimbursement.  However, if the County 
is paying an Airfare Equivalent (AFE) in lieu of mileage, then the AFE can be 
included in the computation of the advance. 
 
In calculating the advance meal allowance, the base per diem rate (no receipt) of 
$30.00 per day will be used. 
 
An advance shall not exceed the unpaid portion of estimated travel costs.  The 
minimum advance to employees is $50.00.  For the transport of prisoners out of 
state, the minimum advance amount may be under $50.00, and is authorized 
whether or not the traveler is a P-Card holder.  (For reimbursements related to 
transport of prisoners, see also rules and regulations of the California State Board 
of Control.)  The advance amount to vendors is not restricted. 
 
The Controller-Treasurer Department will process cash advances (payment to 
employees) up to 30 days in advance of the departure date.   
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Use of P-Cards:  
The County has a credit card program known as P-Card (Procurement Card).  
This program may be used to pay for travel costs, and for those employees who 
have P-Cards, the cards must be used for major expenses, since cash advances are 
not permitted to P-Card holders.  See also County Procurement Card (P-Card) 
section, page 48 and Appendix P. 
 
Settling Advances: 
Advances are settled through the filing of an expense report on the Trip Expense 
Voucher form.  This report, along with supporting documentation, is due to the 
traveler’s department within 14 calendar days after returning from a trip and to 
the Controller-Treasurer Department within 21 calendar days after returning.  
When the advance has exceeded expenses, documentation should also include 
the affidavit of deposit (showing funds were returned to County).  If the Trip 
Expense Voucher report and documentation are not received by the Controller-
Treasurer Department within 28 days of return, the settlement will be considered 
delinquent. 
 
Failure to settle advances in the allowed timeframe following a trip will result in 
notification to the traveler and Department Travel Coordinator from the 
Controller-Treasurer Department that settlement is due.  If there is no response, 
after two notices each approximately 30 days apart, the County is authorized to 
deduct the entire amount of the advance from the employee’s wages (total 90 
days from date of return).  The Travel Authorization form includes an 
authorization statement to this effect so that employees are aware of and agree to 
this provision when they request an advance.  Unsettled advances must be 
resolved before a traveler is eligible for travel advances in the future.  See also 
Delinquent Advance Settlement section below, page 56. 
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TRAVEL INSURANCE 
 
County Insurance: 
The County provides an insurance program for employees which includes 
liability, workers’ compensation and automobile coverage for County owned and 
rented vehicles during the course and scope of employment as described below. 
 
The County insurance only applies to County employees on County business.  If 
the trip includes any side trips of a personal nature (during the trip, as well as 
before or after), insurance for the employee as well as traveling companions is the 
responsibility of the employee.  Should a traveler wish to purchase additional 
travel insurance coverage, e.g., accident, life, lost baggage, insurance for 
him/herself or a traveling companion, such expenses are the responsibility of the 
traveler and are not reimbursable. 
 
For automobiles, the policy covers County owned or rented vehicles used for 
County business.  See also the County Certificate of Coverage in Appendix J.   
Insurance for personal vehicles is the responsibility of the vehicle owner/ County 
employee.   
 
Optional Rental Car Insurance: 
Travelers on County business should decline the optional rental car insurance 
offered by rental companies.  See also Rental Car Insurance section, page 33.  
 
Personal Car Insurance: 
Travelers using personal cars for County travel, must carry adequate insurance 
coverage for personal protection as well as for the protection of any passengers.  
See also Personal Car Insurance section, page 36. 
 
American Express Insurance Through V-Cal or Y-Cal: 
American Express provides the following services for air tickets paid by BTA: 
 

• Business Travel Accident Insurance  
• American Express Card Baggage Insurance Plan 
 

See also V-Cal and Y-Cal Airfare Program section, page 26, and American 
Express Business Travel Account (BTA) section, page 49.  Appendices N has 
additional information on this program. 
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TRANSPORTATION 
 
General Guidelines: 
When planning the transportation portion of a trip, consider all aspects of cost to 
the County – daily expenses, overtime, lost work time – as well as actual 
transportation costs.  In general, a common carrier (e.g., plane, bus, train) is the 
preferred mode of transportation.  However, use of a personal or County vehicle 
– especially if two or more employees or officials are traveling together – may be 
less expensive for travel within the State.  The increased time for automobile 
transportation and the potential for lost work time, overtime, or increased 
lodging costs should be considered in determining the best mode of 
transportation. 
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TRANSPORTATION – AIR TRAVEL 
 
Making Air Travel Reservations: 
Air travel reservations are made through a County approved travel agency (see 
Appendix G for list).   
 
Y-Cal Airfare Program: 
As one airfare option, the County participates in the CSAC (California State 
Association of Counties) airfare program known as Y-Cal.  This program 
currently offers pre-set rates on California State contracted airlines which are 
fully refundable and may be booked up to the day of a flight, assuming seat 
availability.  The Y-Cal Program is available through the County’s authorized 
travel agency.  Appendix N includes the particulars of the program (including 
additional benefits such as insurance and assistance hotline).  See also Travel 
Insurance division, page 24.   
 
As part of the program, all Y-Cal bookings will be charged by the Travel Agency to 
a Countywide American Express Business Travel Account maintained by the 
Controller-Treasurer Department.  The Controller-Treasurer Department will 
then allocate charges to the appropriate departments.    
 
V-Cal Airfare Program: 
The V-Cal and Y-Cal airfares provide efficient, cost effective air travel for State 
department, university, and local government employees that travel on behalf of 
the organization for official business.  The V-Cal provides a lower airfare than the 
Y-Cal airfare when the traveler is able to make travel arrangement early and seats 
are available. 
 
The V-Cal airfares are capacity controlled which require a certain number of seats 
to be specifically set aside for State department, university, and local government 
travelers.  Each respective airline will provide a limited number of seats on any 
given flight to be sold at a discounted fare.  The airline controls the number of 
seats they will offer at the discounted V-Cal rate.  The travel agent must secure 
reservation and issue the ticket at the same time of the booking in which V-Cal is 
available.  Once V-Cal tickets are sold out, the V-Cal rate is no longer available.  
The V-Cal tickets are issued at the time of reservation and are non-refundable. 
 
The V-Cal Program is available through the County’s authorized Travel Agency.  
Appendix N includes the particulars of the program (including additional benefits 
such as insurance and assistance hotline). 
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Travel tip:  If assignments are made which require an extended stay and where 
weekend trips home are appropriate, it may be possible to reduce costs by 
changing the ticket configuration to be purchased.  Instead of purchasing all 
round-trip tickets for the back and forth trips, you can arrange travel as 
follows: 
 

• Purchase a one-way ticket for the initial trip to your destination 
• Purchase a one-way ticket for the final trip home 
• Purchase roundtrip tickets for in-between trips (i.e., from destination to 

home, and returning to destination from home) 
 
This allows the traveler to take advantage of Saturday Night Stayover 
discounts when returning home on the weekend and can save substantial travel 
costs, especially for consultants traveling to the County on a long-term 
engagement. 
 
Area Airports: 
County travelers who are flying usually use one of the three Bay Area Airports - 
San Jose, San Francisco or Oakland - for leaving and returning home.  The 
County will reimburse for reasonable costs from any of these locations.  Where 
cost effective, other airports may be used with Department Head permission. 
 
Airline Class of Service: 
Unless authorized as an exception, all air travel must be Coach Class.  In the 
event Coach Class is not available, Business/First Class may be used if it 
represents the most efficient, direct and economical mode of transportation 
available.  Tickets may be upgraded if there is no additional expense to the 
County or if the traveler is willing to pay the difference in cost or use frequent 
flyer credits. 
 
 
Low Airfare Alternatives: 
The following types of low fare alternatives should be considered in determining 
the lowest reasonable airfare: 
 

• V-Cal Tickets (See V-Cal Airfare Program section, page 26) 
• Y-Cal Tickets (See Y-Cal Airfare Program section, page 26) 
• Advance purchase fares (generally, the earlier the better) 
• Off-peak flights 
• Connecting and one-stop flights (when travel time permits) 
• Alternate airports 
• Lower cost carriers  
• Specially negotiated fares 
• Promotional/bulk fares, travel coupons (e.g., as part of a conference) 
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• Minimum stay excursion fares, such as Saturday Night Stayovers, 
especially on longer trips.  See also Saturday Night Stayover, below. 

• Non-refundable fares are the standard, unless a Y-Cal option is available.  
Refundable fares should be considered only when chance of cancellation is 
high. 

 
Saturday Night Stayover: 
Often, airlines offer a Saturday Night Stayover package for less expensive rates.  
While not required, these fares can save a significant expense to the County while 
more than offsetting the cost of meals and hotel fare for the Saturday night stay.  
It also provides opportunity for the employee to spend additional time to visit the 
area if he/she decides to stay over.  To qualify, the traveler’s round trip air travel 
period must bridge over a Saturday.  For example, the traveler flies to a 
conference on Tuesday which ends on Friday.  If he/she stays at the destination 
through Saturday and returns home on Sunday (rather than Friday), the fare is 
offered at a less expensive rate.   
 
When County travelers elect to take advantage of a Saturday Night Stayover, the 
County will allow reimbursement for travel costs up to the level of higher cost 
travel at the Y-Cal/other rate quoted by an authorized County travel agency.  
When this occurs, the traveler must complete the form Reimbursement on 
Extended Travel for Saturday Night Stayover, in addition to the Trip Expense 
Voucher.   
 
Airline Frequent Flyer Programs: 
Traveling employees may retain frequent flyer program benefits for personal use.  
However, participation in these programs must not influence flight selection 
which would result in increased cost to the County beyond the lowest available 
airfare.  Employees may select their preferred airline provided they pay the 
increased cost from the lowest documented airfare. 
 
Companion Airfare: 
Programs such as “Friends Fly Free” and other companion airfares are usually 
based on published rates without considering other discounts available.  These 
can be higher than if one person flies alone.   
 
When an employee purchases such airline tickets for travel on County business 
with a spouse, friend or relative, it is necessary to obtain quotes from the travel 
agency regarding alternate airfares for the employee traveling alone, including Y-
Cal rates.  These quotes must be used to determine whether the employee should 
pay for or reimburse the County for any portion of the companion ticket.  The 
quote must be provided in written form by the County’s Authorized Travel 
Agency stating the price quote (include date, agency name, telephone number, 
and the name of the contact). 
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Denied Boarding Compensation: 
Airlines occasionally offer free tickets or cash allowances to compensate travelers 
for delays and inconveniences due to overbooking, flight  cancellations, changes 
of planes, etc.  A traveler may volunteer his/her seat for denied boarding 
compensation if the flight is outside normal working hours not subject to 
overtime, and the delay will not result in any interruption, loss of business or 
additional cost to the County.  Under such circumstances, the employee is 
allowed to claim the compensation.  If there are personal costs related to the 
delay (e.g., another night’s lodging and extra meals), these would be the 
responsibility of the airline or the traveler. 
 
Overnight Delays: 
If an overnight stay is necessary due to an airline delay, the traveler should 
attempt to secure complimentary lodging from the airline.  If unsuccessful, and 
the delay was unavoidable, the traveler may charge the costs to the County.  
 
Cancellations/Unused Tickets: 
When an airline reservation must be cancelled, the traveler is responsible for 
handling the cancellation and for documenting the cancellation number, to avoid 
possible billing disputes. 
 
Unused airline tickets or flight coupons must not be discarded or destroyed by 
the traveler as these documents may have a cash value.  An unused ticket  
should be returned to the Department Travel Coordinator who will determine if it 
can be redeemed for refund or used for future service.  Since some of the refund 
programs are time sensitive, the refunds should be made as soon as possible. 
 
Please note that many airlines have instituted a new “Use It Or Lose It” policy for 
nonrefundable tickets.  Under this policy, passengers who are not able to fly as 
their ticket is booked will lose the full value of the fare unless they rebook before 
the flight takes place.  The rebooking will require a fee and commitment to a 
specific future flight and date certain.  Previously, passengers could take up to a 
year to determine a date and pay a fee to rebook.  Now, for many airlines, 
carrying a flight credit is no longer permitted.  When purchasing tickets, be sure 
you fully understand all the terms of your flight.  
  
If refunds are not available, but the same person has occasion to travel again, an 
attempt should be made to schedule the traveler on the same airline and use the 
original ticket (it may be necessary to pay a rebooking fee).  The traveler’s 
department should retain the unused ticket for a minimum of one year.  Some 
airlines may honor an unused ticket beyond one year, so the Travel Coordinator 
or travel agency should always make an inquiry of the airline.  As a final step, a 
letter should be sent to the airline president requesting an additional extension 
before destroying unused tickets.  The tickets should only be destroyed when a 
written denial is received.   
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Lost or Stolen Airline Tickets: 
Travelers are responsible for the safekeeping of airline tickets once they are 
received.  
 
If a ticket has been lost or stolen prior to the start of a trip, the traveler, upon 
discovery, should report the loss to his/her Department Travel Coordinator who 
will assist in obtaining replacement tickets.   
 
If a ticket is lost immediately prior to or during a trip, the traveler should seek 
direct assistance from the airline.  In this situation, it may be necessary for the 
traveler to pay for replacement tickets, including administrative fees and a higher 
airfare charge.  Upon return, the County would reimburse the employee for the 
replaced ticket expense.  When seeking assistance, the traveler should also 
inquire with the airline about filing a lost ticket reimbursement claim.  The claim 
should be submitted listing the County as claimant.  If a County P-Card is used, 
reimbursement to the employee would not be necessary, but the reimbursement 
claim should still be filed on behalf of the County.  If unsuccessful in recovering 
the cost from the airline, the Travel Coordinator should contact ESA Insurance at 
441-4340. 
 
Travel Tip: Ticketless, or “e-ticket” travel is available for most airlines.  E-ticket 
traveling is encouraged because it is convenient and reduces the possibility of 
lost or stolen tickets.  Also, it is often less expensive, as many airlines charge 
more for tickets which must be printed. 
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TRANSPORTATION BY CAR – GENERAL GUIDELINES 
 
Driver’s Permit/License: 
County travelers who drive any car on County business, whether a personal 
vehicle, a rented car or a County car, must possess a valid County Driver’s Permit 
and California Driver’s License. 
 
To obtain this permit, contact the driver’s training coordinator within your 
department.  Your coordinator can take the appropriate steps to assure timely 
issuance and renewal of you County Driver Permit.  
 
For more information, go to the County Intranet site, http://www.sccgovatwork, 
to find out more about County Vehicle Driver Policies and training. 
 
Emergency Authorization: 
In case of emergency, the head of any office, department or institution can 
authorize use of a vehicle without a County Driver’s Permit.  This is a one-time 
accommodation, and verification of emergency must be submitted to the Director 
of Risk Management, Employee Services Agency. 
 
Accidents: 
Should a car accident occur, a traveler should immediately contact: 
 

• 911 for all injury and/or property damage accidents 
• Local law enforcement authorities, as required 
• County Risk Management Office, Insurance Division, at 408-

441-4340 (if off-hours, leave message) or fax 441-4341  
• Traveler’s supervisor, (if major, as soon as possible; if minor, 

within 24 hours) 
• If a rental, the car rental company 
• If a County car and the accident is in the County of Santa 

Clara, the Operations Office of the Sheriff at 299-2673 (if after 
hours, call County Communications at 299-2311) 

• If traveler’s personal car, his/her insurance carrier 
 
An accident checklist and vehicle accident report form can be found in Appendix 
Q. 
 
All travelers who will be driving a County car or rented car should take along the 
Santa Clara County Vehicle Accident/Incident Report form and the County’s 
Certificate of Coverage.  In the event of an accident, the report form must be 
completed as soon as possible.  The Certificate will be required by local law 
enforcement authorities.  The blank accident report form and certificate copy can 
be found in Appendices Q and J.  A copy of the certificate is kept in the glove 
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compartment of all County vehicles.  It is also available from the County’s Risk 
Management Office, Insurance Division, at 408-441-4340. 
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TRANSPORTATION – CAR RENTAL 
 
Car Rental Guidelines: 
Upon arrival at the destination, travelers may rent a car when it is less expensive 
than other transportation modes such as taxis, airport limousines and hotel 
airport shuttles, or when a private car is needed for other reasons, e.g., ongoing 
work requirements or inadequate/unavailable ground transportation.  A written 
justification is required on the Travel Authorization form.  In the event that an 
unanticipated rental car is required or if any unusual high mileage usage results 
in higher rental car fees, then a written explanation with approval must 
accompany the expense claim. 
 
Car Rental Reservations: 
Car rental reservations should be booked with the County’s approved travel 
agency. 
 
Preferred Car Rental Suppliers: 
Travelers should select the car rental agency that offers the lower rates.  At the 
time of this writing, the County does not have special arrangements for any single 
car rental service.  Should a program be developed, the Procurement Department 
will notify departments. 
 
Promotional Rates and Inspection: 
When picking up a rental car, travelers should check with the rental agent for any 
promotional rates, government rates, last-minute specials or free upgrades, 
which would reduce County cost.  At the time of rental, the car should be 
inspected, and any damage found should be noted on the contract before the 
vehicle is accepted.   
 
Class of Car: 
When traveling alone or in two’s, travelers should book mid-size cars or smaller, 
based on need.  Upgrades are allowed if there is no additional cost, or when there 
are special circumstances, for example, medical needs, drivers with disabilities, 
etc.  When traveling with a group of three or more, a larger-sized vehicle may be 
necessary to accommodate more travelers and luggage requirements.  Rental 
expenses for luxury cars, motorcycles and recreational vehicles may not be 
claimed.  Travelers are not allowed to rent cars which contain cellular phones, 
unless such phones are provided in the vehicle at no additional cost.  In that 
event, cell phones should be used only in emergency situations, as rates are very 
expensive. 
 
Rental Car Insurance: 
Travelers should decline the optional vehicle insurance offered by rental 
companies, as their operation of a rental car for County business is covered by the 
County’s insurance program.  Note, however, insurance covering any personal 
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side trips is the responsibility of the employee.  Rental companies will require 
some proof of vehicle insurance, and for this the traveler should carry the 
County’s Certificate of Coverage (the traveler’s own personal coverage may also 
be accepted by the rental company).  A certificate copy can be found in Appendix 
J.  It is also available from the County’s Risk Management Office, Insurance 
Division, at 408-441-4340.  See also Travel Insurance division, page 24. 
 
Exception:  The traveler should not decline vehicle insurance in international 
locations when the rental agency confirms that the County’s self-insurance is not 
applicable.  Travelers should inquire about this possibility prior to traveling 
outside of the country. 
 
Returning Rental Cars: 
Every reasonable effort should be made to return the rental car as follows: 
 

• To the original rental city unless approved for a one-way rental 
• On time, to avoid additional hourly charges 
• With a full tank of gas 
• Within the mileage allowance 

 
Travel Tip:  When leaving the car rental site, it is a good idea to ascertain the 
location of the nearest convenient gas station.  This will make it easier to fill up 
just before returning the car, thus avoiding the higher price charged by rental 
agencies for gas replacement. 
 
Travel Tip: Prepaid full tank deals which are offered by car rental agencies are 
generally not cost effective since the traveler gets no credit for unused gas upon 
return of the vehicle.  These are often referred to as a Fuel Service Option (FSO) 
or Fuel Purchase Option (FPO).  These services should always be denied. 
 
Car Rental Expense Claim:  
Reimbursement claims must include the original car rental receipt showing the 
date(s), number of days and type of vehicle rented and mileage.  A credit card 
receipt alone is insufficient. 
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TRANSPORTATION – PERSONAL CAR 
 
Personal Car Guidelines: 
Employees may use their personal car while traveling for business purposes when 
one or more of the following applies: 
 

• Public transportation is limited or unavailable 
• It is more flexible and timely than taking public transportation 
• Expense is equal to or less than alternate transportation 
• Employee is willing to accept reimbursement equal to the lowest price of 

transport 
• For extended stays a department may authorize the use of an employee’s 

car with reimbursement for mileage to/from the destination work site and 
other work-related uses. 
 
Example: 
An employee attending an out-of-town academy may be approved to use 
his/her own vehicle to travel to/from the lodging site and for daily trips 
to/from the training site. 

 
Allowable Mileage Reimbursement for Travel: 
Reimbursement is allowed for personal car mileage which exceeds the normal 
home-to-work mileage: 
 

• To and from the scheduled carrier service 
• To and from destinations that do not have scheduled air service   
• If scheduled air service is available but the traveler still prefers to use 

his/her personal car, mileage reimbursement will be based on “equivalent 
airfare,” described below.  County paid additional travel time should also 
be factored into the cost decision.  

• For non-commuter transportation inside Santa Clara County.  Travel 
mileage is distinguished from commuter mileage, which is mileage from 
home to a regular, main or temporary place of work and back.  Commuter 
mileage is not claimable, however certain labor agreements provide for an 
incremental mileage reimbursement to a temporary place of work 
provided that it exceeds regular commute mileage. 

 
Mileage/Reimbursement Rate: 
Travelers will be reimbursed for personal car mileage expenses, not to exceed 
established federal rates.  Personal car mileage reimbursement covers the 
operating cost of the vehicle, such as cost of gas, oil, wear and tear, and needed 
servicing during the trip.  To claim travel mileage reimbursement, travelers 
should use the Trip Expense Voucher.  For non-travel related mileage 
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reimbursement, travelers should use the Employee Mileage form.  See also 
Mileage Reimbursement Through Payroll section, page 49. 
 
Current mileage rates are included in Appendix L.   A California Mileage Chart is 
provided in Appendix I.  In addition, blank form samples and instructions can be 
found in Appendix Q. 
 
The County P-Card is not to be used for personal car mileage expenses, since the 
traveler assumes responsibility for personal vehicle expenses and will be 
compensated through mileage reimbursement.  Also, the County gas credit card 
is allowed only for County vehicles and may not be used for personal vehicle 
expense. 
 
No advance will be provided for mileage reimbursement unless as an “Airfare 
Equivalent” (AFE).  
 
Airfare Equivalent (AFE) Reimbursements: 
Personal car mileage for travel is reimbursed based on the “equivalent airfare” 
(Airfare Equivalent, or AFE) when driving in lieu of traveling by air.  This 
provision applies when the employee is traveling by personal car outside of the 
local area to a destination with scheduled airline service and mileage expenses 
would be more than the airfare equivalent.   
 
In this case, the Trip Expense Voucher should show the amount for Coach Class 
airfare (per Y-Cal schedule or Travel Agency quote when Y-Cal is not available) to 
the same destination, plus the amount for avoided airport parking (at San Jose 
International Airport long term rates) and avoided mileage to/from the airport.  
Mileage reimbursement is thus covered in the total trip expense reimbursement.  
Note, for Equivalent Airfare, the Employee Mileage form is not used.  See also 
Allowable Mileage Reimbursement for Travel section, page 35.  Information on 
the Y-Cal Program can be found in Appendix N.  Current long-term parking rates 
for San Jose International Airport can be obtained by calling the airport at 277-
3145. 
 
Personal Car Insurance: 
It is the responsibility of the owner of a vehicle being used for business to carry 
adequate insurance coverage for personal protection as well as the protection of 
any passengers.  It is required that the vehicle have motor vehicle liability 
insurance, with pertinent information on file at the employee’s department and 
kept current with the County.  See also Travel Insurance division, page 24. 
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Multiple Passengers: 
When there is more than one County employee passenger in the car, mileage 
reimbursement will only be made once.  Mileage reimbursement is made to the 
vehicle owner or driver, not to passengers.  When the department has chosen 
group mode transport, e.g., a van for multiple employees, and an employee 
decides for personal reasons to travel separately on his/her own, then 
reimbursement will not be allowed. 
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TRANSPORTATION – COUNTY CAR 
 
County Car Guidelines: 
In some cases, a County vehicle may be preferred or more practical for travel.  
Use of County vehicles is subject to procedures established by Fleet Management 
(See Fleet Management Customer Service Guide).  Advance reservations are 
usually required.   
 
County Car Insurance: 
The County provides an automobile insurance program that covers County 
owned vehicles used for County business.  See also Travel Insurance division, 
page 24. 
 
County Car Expenses: 
County travelers using a County vehicle for traveling are not eligible for 
reimbursement for mileage.  At the time of car checkout, a County gas credit card 
is available to the traveler for gasoline purchases or unexpected legitimate vehicle 
expenses.  If there are out-of-pocket vehicle expenses, but the card is not used, a 
traveler may request reimbursement for vehicle expenses by submitting a claim 
directly to Fleet Management.  Receipts are required. 
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TRANSPORTATION – OTHER GROUND TRANSPORT 
 
Non-Air Travel: 
Public carrier services, e.g., bus and train, are authorized means of travel, not to 
exceed the lower of coach airfare or allowable mileage. 
 
Ground Transportation at the Travel Destination: 
Ground transportation may also be required for moving to and from airports, bus 
or rail terminals, as well as between work, training or conferencing sites.  Various 
types of transport may be available for this, e.g., hotel and airport shuttle 
services, light rail, subway or bus, or personal/rented car.  The most economical 
and appropriate form meeting the traveler’s needs should be used.  
 
Taxi Service: 
Taxis may be used when time is of the essence or public transit or other common 
carriers are not reasonably available.  In such cases, receipts are required if the 
taxi cost plus tip is over $10.  When asked for a receipt, taxi drivers will often 
hand a blank receipt to the customer.  Travelers should ask the driver to fill out 
the receipt which should include the cab number, cost, including tip (if 
applicable), and the driver’s signature.   
 
See also Reimbursable Expenses section, page 46.  
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LODGING 
 
Lodging Guidelines: 
The County will pay for lodging for as many nights as necessary for the business 
purpose of the trip.  Travelers should stay at the most reasonably priced 
accommodations available, consistent with the purpose and goals of the travel.  
The accommodations should be economical but also practical.   
 

Examples: 
Because location is important, it may be preferable to stay at the hotel where a 
conference is held, even if that hotel may be slightly more expensive than 
others in the general area.  This can also promote networking.  
 
A hotel close to where business is conducted may be slightly more expensive 
than outlying hotels, but in total, considering transportation, it may be less 
expensive and more convenient at the closer location. 
 

When traveling in Santa Clara County, lodging is generally not a cost authorized 
for reimbursement.  Employees are expected to commute between the travel 
destination and work location or home each day.  In unusual situations, such as 
attendance at meetings which occur early in the morning or late in the evening, 
Department Heads or designees may authorize reimbursement of lodging costs. 
 
Lodging Spending Guidelines: 
The traveler will be reimbursed for actual and reasonable hotel room costs plus 
taxes, at the single occupancy rate for a single room.  The County does not set a 
maximum rate for lodging. 
 
Making Hotel Reservations:  
Hotel reservations are generally made directly by the Department Travel 
Coordinator and in some cases by the traveler.  However, if needed, expert 
assistance can be obtained from an approved travel agency.  A list of current 
County approved travel agency can be found in Appendix G. 
 
Travel Tip:  Conference sponsors usually can secure only a limited fixed block of 
discounted rooms that are on a first come first serve basis.  The earlier you 
reserve, the better the chance of getting a discount rate and saving the County 
money.  In addition, one should always inquire about possible governmental 
rates.  In some cases, they may actually be less than conference rates. 
 
Travel Tip: When making room reservations, remember that hotels can be very 
helpful in determining the most inexpensive mode of reasonable ground 
transportation to and from the airport or terminal.  Be sure to ask specifically 
about hotel-provided shuttle services. 
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Check for Special Rates: 
At the time lodging reservations are made, travelers should check for any special 
rates, e.g., long-term or weekly rates, government discounts, conference or last 
minute specials, or free upgrades, which would reduce County cost.  Also, if in 
California, inquire about exemptions from the local Transient Occupancy Tax 
(TOT).  By local ordinance, some California cities exempt travelers on 
government business.  If there is an exemption, you can save up to 12% on 
lodging costs depending on the local TOT rate.  Almost all lodging operators will 
require an official, written claim for exemption.  The form Exemption Certificate 
for Government Agencies serves as a TOT waiver.  At the time of check-in, 
complete and show this form along with other proof, such as the County 
Employee ID card or County business card.  A form sample is provided in 
Appendix Q.   
 
Arrival/Departure: 
When a suitable business case can be made, travelers may claim lodging for the 
evening before or the last evening of an event.  Reasonable transition time is 
allowed to arrive at the venue and return home comfortably, i.e., sufficient time 
to check in/out, adequate preparation time, appropriate travel time, and 
departure/arrival at reasonable times of the day.  
 
Late Arrival: 
Unless otherwise instructed, lodging for County travel should be booked for late 
arrival with the County’s P-Card or the traveler’s credit card.  If travel delays are 
encountered that will cause even later check in, hotels will usually hold the room 
if they are notified.  
 
Room Upgrades: 
Some travelers may wish to upgrade or stay in a different room arrangement 
(e.g., a suite or room with a view).   Such alternative configurations are 
reimbursable as long as the aggregate lodging cost is the same or lower as the 
single occupancy standard.  Otherwise, the traveler is responsible for the 
difference in cost resulting from the change. 
 
Sharing a Room: 
County policy does not require sharing a room, however there may be occasions 
when either necessity or the event requires that a room is shared with a fellow 
County traveler of the same gender (who is also authorized to travel with 
lodging).  Either traveler may claim the total expense, or each traveler may claim 
a prorated amount based on the multiple occupancy rate.  In the latter case, 
duplicate bills should be obtained and submitted with each claim. 
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Hotel Cancellation Procedures: 
When a hotel reservation must be cancelled, the traveler or Department Travel 
Coordinator is responsible for handling the cancellation by directly contacting 
either the booking travel agency or the hotel before the cancellation period ends.  
“No show” room charges will only be paid when guaranteed reservations have 
been cancelled or there is justification for failure to cancel.  Travelers should 
request and record the cancellation number in case of billing disputes.  Note that 
cancellation deadlines are based on individual hotel policy and the local time of 
the hotel.  
 
External Spending Limits: 
Departments should be mindful when expenses reimbursable by an outside 
funding source may fall under specified spending limits other than those for the 
County of Santa Clara. 
 

Example: 
Some grant programs may not reimburse more than the federal or state 
maximum rate for lodging.  In such cases, it may be necessary for department 
accountants to claim the full cost from the County, but administratively adjust 
grant claims for only the amount that is allowed by federal or state 
requirements. 

 
See also Reimbursement from Outside Source section, page 54.
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MEALS 
Note: This section covers travel related meal expenses.  Business 
meals are covered in a separate policy, Non-Travel Meals. 
 
Travel Meals: 
Travel-related meal expenses include meals consumed while traveling for 
business purposes on the County’s behalf, as well as while attending training, 
education or conferences that require travel.  Travelers will be reimbursed for 
meal expenses, including tax and tips (tipping allowances can be found in 
Appendix M), not to exceed established rates.  
 
Meal Reimbursement: 
The County will reimburse for travel meals if the department approves an 
overnight stay (includes either partial or full travel day meals, as appropriate, on 
the day of departure and the day of return).   
 
For Same-Day Travel (no overnight), meal reimbursement is allowed if the work 
plus travel causes an “extended work day.”  An “extended work day” is when the 
actual work plus travel causes the normal workday to be extended by two or more 
hours at either end. 

 
Example:    
Assuming an 8:00 a.m. to 5:00 p.m. workday, if work and travel time extend 
the day past 7:00 p.m., then a travel meal (dinner) would be allowed.  For this 
example, if the traveler had left his home at 6:00 a.m., breakfast would also be 
allowed. 

 
Because of the unpredictability of commute traffic, the criterion based on a 
mileage radius or geographical boundaries is being replaced by the two-hour rule.  
However, this rule does not apply to regular overtime at the employee’s normal 
work site.  Travel meals are not the same as overtime meals.  Both can not be 
claimed simultaneously for the same meal.  
 
For Same-Day Travel with a destination outside of Santa Clara County, 
reimbursement will be allowed if the time away for travel exceeds five hours 
during the normal 8:00 a.m. – 5:00 p.m. work day. 
 
Meal Reimbursement Rates: 
Rates are based on the Continental United States (CONUS) standard rate of the 
Code of Federal Regulations, that establish a basic per diem model.  Meal 
expenses may be claimed by using the per diem rates (no receipts required) or by 
using the extended meal claim that requires providing receipts of the actual meal 
expenses.  Meal reimbursement rates can be found in Appendix L. 
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Insufficient Receipts: 
The County requires detailed register receipts to verify the number of meals 
served and that non-permitted costs such as alcohol are not included.  Make sure 
to ask the restaurant for a detailed receipt.  If a detailed receipt cannot be 
provided by the establishment or restaurant, a written explanation must be 
submitted by the employee.  Examples of insufficient receipts would include 
restaurant bill stubs and credit card receipts without accompanying detail. 
 
If meal receipts are lost or not available, reimbursement will be at the base per 
diem rate.  The cost of alcoholic beverage consumed with meals (including the 
related portion of tax and tip) is not reimbursable even if it is receipted and falls 
within the extended rate allowed. 
 
Actual expenditures may not exceed maximum established rates.  Rates include 
tax and tip.  When a P-card is used to charge a meal, the actual cost of the meal 
within established limits must be reported, i.e., a per diem rate is not allowed.        
 
Extended Maximum Rate: 
If submitting an extended meal claim with receipts, meals will be reimbursed at 
actual cost, up to the established maximum rate.  The extended maximum rate 
equals two times the per diem rate.  This amount may be further increased 
(“super-extended”) by up to $15 per day when meals are consumed in the 
metropolitan area of selected cities of the United States, as determined by 
CONUS to be high cost of living locations.  See Appendix L. 
 
The extended and “super-extended” rate structure is intended to provide 
flexibility so that travelers will not need to request special exceptions to the Policy 
when traveling to higher priced areas like New York City or Washington D.C. or 
attending special protocol events.  See Meals at Protocol Events section, page 45.  
 
Necessity and prudence guidelines still apply.  The department should question, 
for example, several $30 dollar dinners in a low price area or claims that 
consistently charge the maximum extended daily rate of $60/75 even when 
receipts are attached.  Questionable cost variances should be reviewed at the 
department level.  If satisfied with the claim, the department should forward the 
written explanation to the Controller-Treasurer with the expense claim to justify 
the allowed costs.  
 
Mixing Per Diem and Extended Rates: 
Employees can mix the per diem and extended rates on any particular day but 
must always provide receipts for extended rate meals. 

 
Example: 
An employee may claim $15 for breakfast and lunch using the per diem rate, 
and include a receipt for dinner that exceeds the $15 dinner per diem 
allowance. 
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Partial Travel Day Meal Claims: 
For claimed meals that are based on a partial travel day (first or last day of 
overnight travel), the employee may use either the per diem meal rate or the 
extended rate with a receipt.  On the day travel begins or ends, if travel time 
occurs during a mealtime and a meal is not provided as part of the paid ticket, 
service or event (such as an airline meal), then the employee is entitled to the 
meal reimbursement.  For an “extended work day” meal which can occur for 
Same-Day travel, see Meal Reimbursement section, p. 43. 
 
Meals Provided as a Part of the Program: 
Employees are generally expected to take advantage of meals which are 
considered part of a conference, special event or program, and for which the cost 
is covered by payment for the event itself.   
 
When a meal is provided as part of the cost of an event, employees will not be 
additionally reimbursed for the same meal unless it is not a substantial meal or if 
other business reasons can be explained.  For example, a continental breakfast 
may not be substantial enough for employees with special dietary needs.  In such 
cases reimbursement will be provided, but only with a receipt and explanation 
(Note: per diem rate not applicable in this case).  In addition, in cases where 
there is a legitimate reason to make alternate plans from the provided meal, the 
employee may submit written justification for reimbursement of the cost of a 
separate meal and include the receipt with the expense claim.  The department 
shall decide if reimbursement is appropriate on a case-by-case basis. 
 
Alcoholic Beverages: 
Expenditures for alcoholic beverages including related tax and tip, will not be 
reimbursed. 
 
Travel Tip: When hosting an event, inform your guests in advance that the 
County will not cover the cost of alcohol, and request of the server that two 
tickets are provided, one for the meal and one for the alcohol.  The latter can 
then be split among the guests. 
 
Meals at Protocol Events: 
There are times when traveling on County business, that meals are served in 
conjunction with authorized protocol events where the County employee is 
representing the County and/or has hosting responsibilities. The Department 
Head may provide case-by-case approval for exceptions to rate limits when there 
is not a price choice, the employee has no control over the location selected, or 
other appropriate justification for the expense can be provided.  See sections 
Requests for Exception and Approval of Exception, page 15. 
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INCIDENTAL AND PERSONAL EXPENSES 
 
Reimbursable Expenses: 
Reasonable and necessary costs for incidental and personal travel expenses will 
be reimbursed when supported by itemized receipts (only required if item is more 
than $10.00) or other appropriate documentation.  Such expenses may include 
the following: 
 

• Registration fees 
• Taxi, shuttle, public transit fares, etc., for transport to/from departure 

point (e.g., airport), or between business sites at destination location 
• Bridge, road or ferry tolls, etc. 
• Fuel for rental cars 
• Parking (airport parking – when the expense for short-term parking is 

expected to exceed the one-day rate of long-term parking fee, traveler 
should use long-term parking.  County will reimburse traveler up to the 
daily long-term rate). 

• Costs directly linked to the program or subject matter of a business 
meeting/function.  Traveler must note purpose of expense on the claim.  
Examples of such costs include the following: 
 County business calls 
 Faxing 
 Copying  
 Postage 
 Printed materials, tapes, training material that may be available for 

sale at the meeting (if claimed as a travel expense; Departments may 
elect to purchase through other [non-travel] payment processes.) 
 Other business related travel expenses determined to be reasonable 

and necessary by the Department Head and the Controller-Treasurer 
• Personal phone calls - The County will reimburse employees for 

reasonable personal phone call expenses.  Employees must use discretion, 
e.g., reasonable duration to call home, and the number of calls should be 
kept to a minimum (i.e., one call per day unless unusual circumstances). 

• Tips - The County will reimburse employees for a reasonable amount of 
tips/gratuities where usual and customary.  Reimbursement claims for tips 
do not require receipts.  Note that tips are included in the daily per diem 
meal allowance and extended rates for meals.  Tipping allowances can be 
found in Appendix M. 

• Laundry and dry cleaning  - Charges may be included when traveling in 
excess of five consecutive days on County business, or in emergency 
circumstances (include description and justification of emergency with 
claim request). 
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Travel Tip:  Hotel telephone rates are usually quite expensive.  For cheaper 
rates, use a phone charge card.  
 
Travel Tip: When travelers use the hotel telephone for an internet link-up 
(checking email, transferring documents, etc.), it is recommended that they use 
the telephone line only long enough to transfer the needed information.  Log off 
immediately and review your information or write email responses off-line.  
Then call back to transmit responses.  Staying on-line while reviewing data can 
be very costly. 
 
Travel Tip:  When the traveler is away for two days or more on business, 
airport shuttles and taxis may be less expensive than using long-term airport 
parking.  Check rates before making your final plans. 
 
Non-Reimbursable Expenses: 
The following incidental and personal expenses are generally not allowable for 
reimbursement: 
 

• Traffic and parking violations 
• Mileage for County vehicles 
• Mileage for commute to work 
• Emergency repairs on non-County vehicles 
• Car rental insurance and Fuel Service Option (FSO) / Fuel Purchase 

Option (FPO)  
• Insurance not provided for under this policy/procedure 
• Alcoholic beverages 
• Refreshments and snacks 
• Medicinal remedies, health supplies, cosmetics 
• Personal entertainment, e.g., in-room movies, saunas, fees for exercise 

room, sports events, personal reading material, personal grooming, 
optional tours, souvenirs 

• Airline club membership fees and credit card fees 
• Childcare fees 
• Kennel/boarding fees 
• Tips that exceed County allowances 
• Expenses related to vacation or personal time while on business trip 
• Personal travel expenses that cause additional cost to the County 
• Expenses related to an employee’s family member or friend accompanying 

the employee on business trips 
• Other incidental expenses that are determined to be of a personal nature, 

extravagant, or might be considered to be unreasonable or unnecessary 
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PAYMENT METHODS 
 
General Guidelines: 
Payment for authorized travel is provided in several ways.  These include the 
following 
 

• County direct payment to vendor 
• County P-Card 
• American Express Business Travel Account (BTA) 
• County gas credit card 
• Direct payment by traveler and subsequent reimbursement  

from the County 
• Through payroll for business (non-travel related) mileage 

 
Blank form samples and instructions can be found in Appendix Q.  Also see 
Advances and Use of P-Cards division, pages 22-23 and Expense Reporting 
division, pages 53-56. 
 
County Direct Payment to Vendor: 
The County can pay vendors directly, either in advance or after-the-fact, based on 
documentation submitted to the Controller-Treasurer Department.  Requests for 
advance payments as well as after-the-fact payments to vendors are submitted on 
the Trip Expense Voucher with Travel Authorization copy attached.  
 
County Procurement Card (P-Card): 
Travelers may use a County P-Card, issued by the Procurement Department.  
This is a credit card issued in the name of Santa Clara County and assigned to 
authorized individual employees of Santa Clara County.   
 
Employees who travel frequently may request a County P-Card through their 
supervisors.  Applications that have been approved by the traveler’s department 
are forwarded by the agency/department P-Card Coordinator to the Procurement 
Department for registration.  The County P-Card allows a traveler to cover certain 
costs without paying out of pocket.  County P-Cards are intended for business use 
and may not be used for personal expenses.  P-Card holders may not request 
travel advances.   
 
Employees are responsible for promptly providing proper supporting 
documentation for P-Card payment processing, as detailed in the County  
P-Card Program Manual.  Failure to do so may result in suspension or 
cancellation of charge privileges.  It is important to remember that the use of a P-
Card as a payment method does not eliminate the need also to file a timely final 
expense report and submit it to the traveler’s department within 14 days after 
completion of the business trip.  When filing both P-Card and the expense report, 
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the original receipts and other supporting documentation go with the P-Card 
report; copies are to be submitted with Trip Expense report. 
 
Information on using the P-Card for travel can be found in Appendix P.  For 
detailed information and instructions regarding the P-Card Program, see the 
County Procurement Card Program Manuals. 
 
American Express Business Travel Account (BTA): 
The County maintains a special credit card travel account with American Express 
which must be used for all air travel through the V-Cal and Y-Cal programs (See 
V-Cal and Y-Cal Airfare Programs section, page 26).  The American Express 
Business Travel Account, or BTA, is also available for other airfare (or common 
carrier) travel expenses which are booked through the County approved travel 
agencies.  However, when the traveler has a P-Card, the P-Card program is 
preferred method of payment over BTA, because it offers a rebate to the County. 
 
County Gas Credit Card: 
Gas credit cards issued to the County may only be used to purchase fuel and oil in 
County owned vehicles.  Use of County gas credit cards for expenses associated 
with the use of personal vehicles is prohibited, regardless of whether or not the 
use of the personal vehicle was for authorized County business.  
 
Direct Payment by Traveler, Reimbursement: 
The County will reimburse travelers who pay for authorized expenses through 
personal means such as a personal credit card, merchant card, check, or cash.  
The reimbursement request, Trip Expense Voucher or petty cash request should 
be accompanied by receipts and/or other documentation. 
 
Mileage Reimbursement Through Payroll: 
No advance will be provided for mileage reimbursement unless as an “Airfare 
Equivalent” (AFE).  
 
Personal mileage incurred while traveling for County business must be reported 
on the Trip Expense Voucher along with other travel expenses (i.e. meals, car 
rental, registration, etc.). 
 
Personal mileage incurred without other travel expenses is paid through the 
payroll system (unless Airfare Equivalent rules apply, described below).  To do 
this, the traveler submits a completed Employee Mileage Form along with the 
biweekly timekeeping documentation.  Mileage claims are submitted with the 
biweekly payroll data.  Travelers should follow their departmental requirements 
for timely submittal.  At year-end, however, claims must be submitted within a 
time frame that allows the mileage to be charged to the fiscal year in which the 
driving occurred. 
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Personal car mileage for travel is reimbursed based on the “equivalent airfare” 
when driving in lieu of traveling by air.  This provision applies when the 
employee is traveling by personal car outside of the local area and mileage 
expenses would be more than the airfare equivalent.  In this case, the amount for 
Coach Class airfare to the same destination (per Y-Cal schedule or Travel Agency 
quote when Y-Cal is not available), plus avoided related costs (e.g., airport 
parking [at San Jose International Airport long-term parking rates], mileage 
to/from airport) is shown on the Trip Expense Voucher along with the other 
travel costs.  In this way, the mileage reimbursement is covered through the total 
trip expense reimbursement.  No mileage claim is submitted to payroll.   
 
See also Transportation-Personal Car division, pages 35-37. 
 
Use of Petty Cash: 
No portion of the travel expense may be reimbursed via petty cash if the travel 
included air transportation, car rental, lodging, or if any meal is to be reimbursed 
at an amount above the base rate. 
 
For miscellaneous, out-of-pocket travel expenses $25.00 or less (for example, toll 
bridge or parking costs), reimbursement can be made through petty cash, but 
receipts are required for all petty cash individual expenses even if less than 
$10.00. 
  
For these small claims, basic travel information (date, time, destination, purpose) 
is documented on the petty cash request itself, which will serve as the required 
trip expense report.  Otherwise, claims are handled through the regular trip 
expense report process.  
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INTERNATIONAL TRAVEL 
 
Foreign Currency: 
Foreign currency may be purchased at U.S. banks, foreign exchange firms, 
foreign exchange facilities at airports, at the hotels, and selected merchants.  
When purchasing foreign currency, ensure an imprinted receipt is obtained and 
submit with expense report for reimbursement.  Most currency exchange 
operations include the currency exchange fee in the rate and do not separately 
charge the exchange fee.  When the currency exchange fee is charged, it should be 
itemized on the receipt.  Reimbursement for the exchange fee should be claimed 
as a miscellaneous item on the expense reimbursement form.  Foreign currency 
used for meals, transportation, and other expenses should be claimed for 
reimbursement using the exchange rate excluding the exchange fee (when 
exchange fee is charged separately).  When exchange fee is not separately 
charged, the exchange rate use for expense reimbursement must be the actual. 
When more than one exchange of the same type of foreign currency is made 
during the reporting period, a weighted average exchange rate (total U.S. dollars 
divided by total amount of foreign currency brought) must be used. All expenses 
must be recorded in U.S. dollars, with the currency conversion rate clearly noted 
on the expense report and on all support receipts. 
 
Use of credit cards is also common for international travel.  When personal credit 
card is used, the County will reimburse the expenses based on the actual charges 
billed to the employee.  A copy of the credit card statement with original receipt 
showing the actual transaction amount is needed for expense reimbursement 
claim. 
 
Travel tip:  Foreign currency exchange rates change daily and vary between 
currency exchange locations. (Compare rates, percent service fees and 
minimums, and don't wait until your arrival in a foreign country to exchange 
your currency.) 
 
Upon receiving of the credit card statement, traveler should review the credit 
card statement in detail against actual receipt to ensure amount billed on the 
statement is a legitimate transaction. 
 
When submitting a copy of the credit card statement for expense 
reimbursement, personal information such as employee’s home address, credit 
card number, credit limit, account balance, other unrelated to County travel 
transactions, etc., can be wiped out or erased from the copy before submitting to 
the County.  
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Other Sources of Essential Information 
Prior to international travel, the traveler should become aware of the risks 
associated with international travel. Several key reference sources provide 
general information on travel, as well as specific area, risks and precautions. 
These include: 
 

U.S. State Department: http://www.state.gov/travel/ 
U.S. Department of Homeland Security: 
http://www.dhs.gov/dhspublic/theme_home3.jsp 
Centers for Disease Control and Prevention: http://www.cdc.gov/travel/ 
World Health Organization: http://www.who.int/ith/ 
U.S. Department of Agriculture: http://www.aphis.usda.gov/travel/ 
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EXPENSE REPORTING 
 
General Guidelines: 
Within 14 calendar days of return from a County business trip or official function, 
a final accounting of all expenses must be completed on a trip expense report 
(Trip Expense Voucher) and submitted to the traveler’s department.  This must 
be approved by the traveler’s Department Head and submitted to the Controller-
Treasurer Department within 21 calendar days of return from travel.  The report 
is required even when no money is due.  The accounting will be considered 
delinquent if not received by the Controller-Treasurer within 28 calendar days of 
the event.  A pattern of delinquent accounting will be grounds for disciplinary 
action and suspension of future travel privileges. 
 
Documentation Requirements: 
In each department there should be a process in place that assures prompt review 
and approval of trip expense reports so they can be submitted timely for 
payment. 
 
For each travel occasion, minimum documentation must include a Travel 
Authorization, a Trip Expense Voucher and pertinent supporting documentation.  
This documentation is required for requesting advance funds, as well as for the 
final accounting which must be completed within 14 days of return.  
 
The review of Trip Expense Voucher reports should include the following 
important checks: 
 

• All expenses are reasonable, necessary and consistent with guidelines 
stated in this manual 

• Reports are submitted within the required time frames 
• Any amounts due to the County are reimbursed 
• Claims are complete, totals are accurate: 

 An accounting of all expenses, no matter how they were paid 
 Itemized listing of all expenses 
 Amount of cash advance, if issued 
 Name and location where the event took place 
 Date/time of departure and date/time of return 
 Referral to separate mileage claim, if applicable 
 The final disposition is correct, i.e., balance due to employee or balance 

due to County 
• Required supporting documents and receipts are attached.  Blank forms 

and instructions can be found in Appendix Q.  The following 
documentation is required, if applicable: 
 Copy of approved travel authorization   
 Invoice and trip itinerary from vendor or travel agent, if applicable 
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 Copy of Extended Travel/Saturday Night Stayover Reimbursement 
Request 
 Passenger copy of used plan/public carrier ticket, if applicable 
 Car rental – original car rental receipt showing the dates and number 

of days, mileage driven, and type of vehicle rented (the credit card 
receipt alone is insufficient); copy of request justification for using 
rental car if it was not stated in the approved travel authorization; 
written explanation of any unusually high mileage 
 Event brochure or agenda for conference, training, special event, 

including supplemental pages (if any) that have price information 
 Hotel bill or statement, even if vendor was paid directly or on an 

estimated basis 
 Receipts for non-meal expenses greater than $10.00 
 Detailed receipts for meal expenses when claiming based on extended 

rates; exclude alcoholic beverages; written explanation if receipt does 
not provide detail 
 For expenses incurred by an official guest of the County, include the 

name of the guest, the guest’s affiliation, and business purpose for the 
guest’s expenses 
 Copy of Affidavit of Deposit for showing excess funds were returned to 

the County 
 A written explanation if reporting any travel cost which may appear to 

be unusually high, questionable, or when exceptions have been 
authorized 
 Approved Exception Requests, if applicable 

 

Travel Hint:  When traveling, take a folder and a large envelope.  The 
folder can include the County’s travel guidelines as well as several 
blank expense reports.  The envelope can be used to keep receipts.   At a 
quiet time during the trip or during your return journey, jot down 
expense notes and/or complete your trip expense report while it is still 
fresh on your mind.  You will be then ready to submit a claim soon after 
return, and this will expedite the process and speed  
your reimbursement. 

 
Reimbursement from Outside Source: 
Sometimes County travelers are able to claim all or a portion of the 
reimbursement from a non-County source.  There are two ways to handle the 
reimbursement: 
 

• The traveler can submit a full claim for County reimbursement and turn 
over the outside reimbursement to the Controller-Treasurer. 

• Alternatively, the traveler can keep the outside reimbursement and deduct 
the amount from the County reimbursement claim. 

 

 54

Attachment A

124



Santa Clara County Travel Policy 
Desk Reference Manual, January 2006 Edition 
 
 
With either treatment, the source of the additional funding should be noted on 
the claim.   
 
See also External Spending Limits section, page 42. 
 
Out-of-County Trials: 
County employees who are participating in a trial are provided an allowance of 
$10.00 per working day when the following conditions are met: 
 

• The person is an employee of the Office of the District Attorney, Public 
Defender or County Counsel 

• The employee’s out-of-county work on the trial is more than 7 working 
days in a pay period 

• The trial location is outside the county and beyond a reasonable daily 
commuting distance for the employee 

• The trial lasts longer than 20 working days 
 
Claims for this allowance shall be submitted within 14 days following the 
conclusion of the trial and prior to the close of the fiscal year in which the trial 
concludes.  
 
Out-of-State Transport of Prisoners: 
Reimbursement claims related to out-of-state transportation of prisoners shall 
comply with related rules and regulations under the authority of the California 
State Board of Control. 
 
Settling Expenses for Advances: 
The Trip Expense Voucher shows total expenses, the amount charged to and paid 
by the County, and the amount advanced to the traveler.  If the amount charged 
and advanced has not covered the actual expenses, the difference will be 
reimbursed to the traveler.  Likewise, any overpayments resulting from the excess 
of travel advances over actual expenses must be repaid to the County when the 
trip expense report is submitted.  The department should deposit the employee’s 
reimbursement check and send an affidavit of deposit to the Controller-Treasurer 
Department with the approved Trip Expense Voucher at the time of final 
accounting.  If expenses and advances are equal, the report must still be filed. 
 
Unused Advances: 
Any advance warrants to the traveler which have not been cashed and are not 
needed should be provided to the Controller-Treasurer to be voided.  If an 
employee has cancelled his/her attendance at a conference for which payments 
have been made by the County and for which refunds are due by the vendor to the 
County, the employee/department should request those applicable refunds and 
turn them over to the Controller-Treasurer Department.  The accounts originally 
charged for the expenditure will be credited (abated) for these refunds. 
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Delinquent Advance Settlement: 
A Trip Expense Voucher and supporting documentation are due to the 
Controller-Treasurer 21 calendar days after completion of travel.  If applicable, 
documentation should include the Affidavit of Deposit (showing funds were 
returned to County).  If not received by the Controller-Treasurer Department 
within 28 days of return, the settlement will be considered delinquent.  The 
Controller-Treasurer will send notification to the traveler and Department Travel 
Coordinator that settlement is due.  If there is no response after the initial notice 
and two subsequent 30 day notices (total 90 days from date of return), the 
County is authorized to deduct the entire amount of the advance from the 
employee’s wages, based on the employee’s agreement when applying for the 
advance, and the traveler will not be eligible for an additional travel advance until 
existing unsettled advances have been resolved. 
 
In addition, once delinquent, any unsettled advance may be deducted from the 
final pay check of an employee leaving County service.  The Travel Authorization 
has an authorization to this effect.          
 
Reimbursement of Expenses: 
Reimbursements for business related expenses that have been documented in 
accordance with these policies and procedures are tax-exempt. 
 
The processing of a claim should take 1-3 weeks after arrival at the Controller-
Treasurer Department.  Distribution of reimbursement can be provided in several 
ways and is determined as designated by the employee.  The following choices are 
available: 
 

• Direct deposit into the employee’s bank account  
• County warrant sent to the employee’s department  

(Default, if employee does not designate) 
• County warrant mailed to the employee 
 

Employees who wish to change the distribution method of their reimbursements 
should contact their Department Travel Coordinator who will inform the 
Controller-Treasurer Department Claims Unit at 299-5218. 
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Division A31 
TRAVEL  

Sec. A31-1. Authorization of travel.  

(a) Each member of the Board of Supervisors is authorized to travel within and 
without the boundaries of the County and state on County business. Travel shall 
be approved as provided in the Travel Policy Desk Reference Manual.  

(b) Any other person traveling for County purposes shall obtain authorization as 
provided in the Travel Policy Desk Reference Manual prior to travel on official 
County business.  

(c) It shall be the traveling employee's responsibility to know the general intent 
of the travel policies, exercise reasonable and prudent judgment relative to 
County business travel and to request reimbursement for travel expenses 
consistent with these policies. County Board members, Board appointees, other 
elected officials, the County Executive, agency/department heads, and 
department heads shall have primary authority for travel authorization, and the 
Controller shall have final approval authority on the compliance, 
appropriateness and reasonableness of travel reimbursement requests.  

(Code 1954, § 3.1.4-1; Ord. No. NS-300.31, § 1, 5-26-58; Ord. No. NS-300.51, § 1, 9-
19-60; Ord. No. NS-300.65, § 1, 10-15-62; Ord. No. NS-300.173, § 1, 2-26-73; Ord. 
No. NS-300.17, § 7, 7-18-73; Ord. No. NS-300.189, § 1, 5-31-74; Ord. No. NS-
300.249, § 1, 10-11-77; Ord. No. NS-300.569, § I, 4-25-95; Ord. No. NS-300.707, § 1, 
3-25-03)  

Sec. A31-1.1. Travel Policy Desk Reference Manual.  

(a) Travel policies and principles will be summarized in the County 
Administrative Policy and Procedures Manual and will be set out in detail in the 
Travel Policy Desk Reference Manual. The Travel Policy Desk Reference Manual 
will provide the policy's purpose, objectives and guiding principles. It will also 
describe responsibilities, required approvals, spending and reimbursement limits 
and shall describe both allowed and disallowed travel expenses. The desk 
reference manual will also describe standards for exceptions, claims procedures 
and timelines for submitting travel claims.  
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(b) The County Controller is authorized to maintain, review and update these 
travel policies and desk reference manual in accordance with required changes 
and not less than once every two years. Any major revisions or changes to the 
travel policies, principles, rules and guidelines shall be approved by the Board of 
Supervisors.  

(Ord. No. NS-300.707, § 2, 3-25-03)  

Sec. A31-2. Reimbursement authorized; maximum.  

Any person traveling on authorized County business shall be reimbursed in 
accordance with this division for actual and necessary expenses incurred for 
mileage, transportation, lodging and meals, in addition to their regular 
compensation. The maximum amounts of such reimbursement shall be 
established in the Travel Policy Desk Reference Manual, subject to amendment 
by the County Controller and/or Board of Supervisors.  

(Code 1954, § 3.1.4-2; Ord. No. NS-300.31, § 1, 5-26-58; Ord. No. NS-300.65, § 2, 
10-15-62; Ord. No. NS-300.74, § 1, 11-2-64; Ord. No. NS-300.123, § 1, 9-23-68; Ord. 
No. NS-300.173, § 2, 2-26-73; Ord. No. NS-300.176, § 1, 7-3-73; Ord. No. NS-
300.189, § 2, 5-31-74; Ord. No. NS-300.248, § 1, 8-16-77; Ord. No. NS-300.301, § 1, 
7-31-79; Ord. No. NS-300.342, § 1, 8-4-81; Ord. No. NS-300.398, § 1, 10-8-85; Ord. 
No. NS-304.119, § 1, 9-10-91; Ord. No. NS-300.488, § 1, 10-22-91; Ord. No. NS-
300.569, § II, 4-25-95; Ord. No. NS-300.707, § 3, 3-25-03)  

Editor's note--Section 2 of Ord. No. NS-300.488 declared the ordinance effective 
July 22, 1991.  

Sec. A31-3. Meals for persons providing services without compensation, 
County employees whose duties require attendance at meetings.  

(a) The chairperson of the Board of Supervisors, the Board of Supervisors or the 
County Executive, or their designee, shall have the right to authorize meals or 
reimburse the cost of meals for any person, group, appointive board or 
commission providing services to the County without compensation, and to any 
County employee assigned to assist. All meals authorized must be for a meeting 
relating to County business.  
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(b) The County Executive or designee may authorize reasonable expenditures for 
meals provided in conjunction with authorized and appropriate staff 
development and staff training functions.  

(c) Any person representing the County at any meeting shall be reimbursed the 
actual cost of meals purchased at the meeting when there is no choice in the price 
of said meals.  

(Code 1954, § 3.1.4-2.1; Ord. No. NS-300.59, § 1, 5-7-62; Ord. No. NS-300.74, § 2, 
11-2-64; Ord. No. NS-300.113, § 1, 11-13-67; Ord. No. NS-300.569, § III, 4-25-95; 
Ord. No. NS-300.707, § 4, 3-25-03)  

Sec. A31-4. Intergovernmental representation.  

(a) When, pursuant to Government Code § 50023, the Board of Supervisors by 
resolution designates a representative to maintain an office in Washington, D.C. 
or Sacramento, California, to attend the State Legislature or Congress and any 
committees thereof, to meet with legislators or legislators-elect, or to meet with 
representatives of executive or administrative agencies of the state or federal 
government or local governments, such representative is authorized to incur any 
expense for or reasonably related to providing breakfast, luncheon and dinner 
conferences, discussions and meetings about the authorized subject matter 
subject to the limitations that such expenses shall not exceed the following 
amounts:  

(1) For a representative assigned to Washington, D.C.--$1,000.00 a month.  

(2) For a representative assigned to Sacramento, California--$300.00 a month.  

(b) Claims for reimbursement for these expenses must state that they were 
incurred pursuant to this section and must identify the date and amount of the 
expenditure. A statement about the subject matter of the conference, meeting or 
appearance shall also be included in the claim for reimbursement if the expense 
for a single such conference or meeting exceeds $200.00.  

(Ord. No. NS-300.170, § 1, 1-9-73; Ord. No. NS-300.569, § IV, 4-25-95; Ord. No. 
NS-300.707, § 5, 3-25-03)  

Attachment A

129



Santa Clara County Travel Policy 
Desk Reference Manual, January 2006 
Appendix A: Travel Ordinance A31 

Editor's note--Ord. No. NS-300.569, § IV, adopted Apr. 24, 1995, repealed former 
§ A31-4 which pertained to expenses of persons on extended assignment outside 
of County, and renumbered former § A31-4.5 as § A31-4.  

 

 

Sec. A31-5. Reserved.  

Editor's note--Ord. No. NS-300.569, § V, adopted Apr. 24, 1995, repealed former § 
A31-5 which pertained to reimbursement for meals at meetings where price 
fixed.  

Sec. A31-6. Reserved.  

Editor's note--Ord. No. NS-300.189, § 3, adopted May 31, 1974, amended this 
Code by repealing former § A31-6 containing provisions relative to the 
maximum expense allowable for conventions and conferences. Said former § 
A31-6 was derived from: Code 1954, § 3.1.4-3; Ord. No. NS-300.15, § 1, adopted 
Jan. 16, 1956; Ord. No. NS-300.31, § 1, adopted May 26, 1958; Ord. No. NS-300.51, 
§ 1, adopted Sept. 19, 1960; and Ord. No. NS-300.173, § 4, adopted Feb. 26, 1973.  

Sec. A31-7. Advance of funds generally.  

(a) Whenever a County employee or other person traveling on County business 
requires an advance of funds for traveling expenses, and where these expenses 
are not paid directly by the County and the traveler does not have a County 
procurement card (P-Card), the traveler must submit a written request for an 
advance to the Controller. A warrant in the appropriate amount shall be issued if 
the request has been approved as provided in the Travel Policy Desk Reference 
Manual.  

(b) Travel advances must be settled with the Controller by filing a trip expense 
report within 21 days after return. The policies and procedures for reporting and 
recovery of travel advances are set out in the Travel Policy Desk Reference 
Manual.  
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(Code 1954, § 3.1.4-4; Ord. No. NS-300.51, § 1, 9-19-60; Ord. No. NS-300.123, § 2, 
9-23-68; Ord. No. NS-300.173, § 5, 2-26-73; Ord. No. NS-300.176, § 2, 7-3-73; Ord. 
No. NS-300.569, § VI, 4-25-95; Ord. No. NS-300.707, § 6, 3-25-03)  

Sec. A31-7.1. Advancement and reimbursement of funds for employees 
required to transport prisoners.  

Notwithstanding any other provision of this Code, persons employed by the 
County and assigned to the transportation of prisoners requiring travel out of the 
State of California shall be allowed full advancement for anticipated actual and 
necessary expenditures for mileage, transportation, lodging and meal expenses 
otherwise allowable for themselves and their prisoners. Reimbursement 
allowance for such expenditures shall be in accordance with rules and 
regulations of the California State Board of Control governing such travel.  

(Ord. No. NS-300.238, § 1, 1-11-77; Ord. No. NS-300.415, § 10, 6-25-87; Ord. No. 
NS-300.569, § VII, 4-25-95; Ord. No. NS-300.707, § 7, 3-25-03)  

Editor's note--Ord. No. NS-300.569, § VII, adopted Apr. 24, 1995, repealed former 
§ A31-7.1 which pertained to other advances, and renumbered former § A31-7.2 
as § A31-7.1.  

Sec. A31-8. Claims for expenses.  

Before any reasonable and necessary travel expenses are paid to any person 
traveling on County business, a County trip expense report must be completed 
in compliance with the guidelines in the Travel Policy Desk Reference Manual.  

(Code 1954, § 3.1.4-5; Ord. No. NS-300.31, § 1, 5-26-58; Ord. No. NS-300.569, § 
VIII, 4-25-95; Ord. No. NS-300.707, § 8, 3-25-03)  

Sec. A31-9. Authority to use private conveyance generally.  

An officer or employee traveling on County business may use personal 
transportation in lieu of common carrier service, provided that all County 
requirements concerning vehicles are met, as provided in the County 
Administrative Policies and Procedures Manual and Travel Policy Desk 
Reference Manual. In addition, the Director of Risk Management shall have the 
authority to revoke a County traveler's County driver permit.  
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(Code 1954, § 3.1.4-6; Ord. No. NS-300.36, § 5, 12-1-58; Ord. No. NS-300.87, § 3, 
12-20-65; Ord. No. NS-300.146, § 1, 12-29-70; Ord. No. NS-300.569, § IX, 4-25-95; 
Ord. No. NS-300.707, § 9, 3-25-03)  

Secs. A31-9.1--A31-9.4. Reserved.  

Sec. A31-9.5. Reserved.  

Editor's note--Ord. No. NS-300.569, § X, adopted Apr. 25, 1995, repealed former § 
A31-9.5 which pertained to assigned County vehicles.  

 

Sec. A31-10. Authority to private conveyance in emergency.  

In case of any emergency, the head of any office, department or institution may 
authorize a subordinate officer or employee to use a privately-owned 
automobile, motorcycle, motorized land conveyance, airplane, truck or trailer in 
the performance of their duties without first obtaining authorization from the 
Director of Risk Management. In presenting a claim for traveling expenses so 
incurred, however, the claimant shall provide verification of the emergency from 
the head of the office, department or institution.  

(Code 1954, § 3.1.4-7; Ord. No. NS-300.146, § 2, 12-29-70; Ord. No. NS-300.569, § 
XI, 4-25-95)  

Sec. A31-11. Reimbursement for use of private conveyance.  

(a) Any officer or employee of the County who has been authorized to travel on 
County business by use of a privately-owned automobile or truck shall be 
reimbursed for the actual miles traveled. Effective September 1, 2000, the rate of 
reimbursement shall be equal to the "standard mileage rate" for auto expenses 
established by the federal government as the maximum tax-exempt mileage rate. 
Thereafter, the County rate of reimbursement shall be adjusted on the first day of 
the month that any change in the federal government "standard mileage rate" is 
effective.  

The phrase "actual miles traveled" shall be defined as all miles driven on County 
business. However, no mileage reimbursement shall be paid for miles traveled to 
the first field or work location of the day from the worker's place of residence or 
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from the last field or work location of the day to the worker's place of residence, 
unless the miles traveled exceeds the distance normally traveled by the worker 
during his/her normal home-to-work commute. In that case, the worker may 
claim reimbursement for only the added mileage which exceeds the normal 
home-to-work mileage.  

In addition, for officers and employees not eligible for overtime compensation, 
compensatory time off, or other remuneration, "actual miles traveled" includes:  

(1) The mileage to and from home and the work location if the presence of the 
officer or employee is required on a scheduled day off.  

(2) The daily commute mileage resulting from more than one daily trip to and 
from home and a work location when the presence of the officer or employee is 
required before or after regular work hours.  

(b) Reimbursement for all travel shall be claimed in accordance with policies and 
procedures set forth in the County Administrative Policies and Procedures 
Manual and the Travel Policy Desk Reference Manual.  

(Code 1954, § 3.1.4-8; Ord. No. NS-300.26, § 1, 12-30-57; Ord. No. NS-300.40, § 1, 
6-29-59; Ord. No. NS-300.65, § 3, 10-15-62; Ord. No. NS-300.146, § 3, 12-29-70; 
Ord. No. NS-300.176, § 3, 7-3-73; Ord. No. NS-300.181, § 1, 3-26-74; Ord. No. NS-
300.231, § 1, 10-26-76; Ord. No. NS-300.297, § 1, 7-9-79; Ord. No. NS-300.334, § 1, 
3-16-81; Ord. No. NS-300.343, § 1, 8-4-81; Ord. No. NS-300.398, § 2, 10-8-85; Ord. 
No. NS-300.569, § XII, 4-25-95; Ord. No. NS-300.592, § I, 1-14-97; Ord. No. NS-
300.640, 9-12-00; Ord. No. NS-300.707, § 10, 3-25-03)  

Sec. A31-12. Insurance when private conveyance used.  

Except as otherwise provided by the Director of Risk Management, every officer 
or employee authorized to use a privately-owned automobile, motorcycle, 
motorized land conveyance or truck on County business shall maintain a policy 
of motor vehicle liability insurance in accordance with California Vehicle Code § 
16451. The officer or employee shall provide the head of their office, department 
or institution with not less than ten days' written notice prior to the expiration, 
termination or material change of such policy, and shall deliver a copy of the 
policy to the Director upon request.  
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(Code 1954, § 3.1.4-9; Ord. No. NS-300.36, § 5, 12-1-58; Ord. No. NS-300.87, § 4, 
12-20-65; Ord. No. NS-300.103, § 1; 11-21-66; Ord. No. NS-300.140, § 1, 7-7-70; 
Ord. No. NS-300.146, § 4, 12-29-70; Ord. No. NS-300.569, § XIII, 4-25-95)  

Secs. A31-13--A31-17. Reserved.  

Editor's note--Ord. No. NS-300.569, §§ XIV--XVIII, adopted Apr. 25, 1995, 
repealed former §§ A31-13--A31-17, which pertained to exemption from 
insurance; using uninsured vehicle, proof of insurance; records of private 
conveyance use, review, revocation of authorization; payment for out-of-county 
trials; and payment for out-of-county inspections.  
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301 TRAVEL  

 

POLICY  

 

Travel may be authorized for all employees and officers of Santa Clara County 
whether appointed or elected, members of boards and commissions advisory to 
the Board of Supervisors, County volunteers, as well as non-employees for the 
purpose of transacting County business or receiving training on behalf of the 
County of Santa Clara. The County allows advances or use of procurement cards 
(P-Cards) for estimated travel expenses, and reimbursement for reasonable 
actual and necessary expenses incurred for authorized travel and related 
expenses.  
 
Guiding Principles 
Travel on behalf of the County will be approved when the purpose results in a 
benefit to the County.  
 
All expenses incurred while traveling on County business should be a reasonable, 
necessary and prudent use of public funds. Travelers should choose the most 
efficient, direct and economical travel options required by the occasion.  
 
Travel is authorized for the minimum number of persons necessary to carry out 
the business purpose of the travel, and only for those whose job tasks are directly 
related to the purpose of the travel.  
 
Approval for Travel 
Advance approval is required for all County business travel. It must be written for 
all out-of-state and international travel. For instate travel, written approval is 
required if overnight lodging or airfare is included or if an advance is requested. 
International travel, which includes Alaska and Hawaii, must be pre-approved by 
the Board of Supervisors in public session for Board Members, their staff and for 
Commission members. International travel for Board Appointees is pre-approved 
in writing by the Board Chair, and for all others by the County Executive.  
 
Exceptions: 
Exceptions to specific provisions of the County travel policy may be authorized on 
a case-by-case basis. Requests for exceptions must be in writing and meet one or 
more of the four conditions detailed in the Travel Policy Desk Reference Manual. 
A County official or other traveler may not approve his/her own exception 
request.  

Santa Clara County Travel Policy 
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PROCEDURE 
 
Responsibility: 
 
Approving Official: 
Board of Supervisors as a Board 
Chair of Board of Supervisors Vice-
Chair of Board of Supervisors 
Members of Board of Supervisors 
Elected Officials  
Board Appointees  
County Executive 
Sheriff/District Attorney 
Agency/Department Heads 
Department Heads 
(Designees of above) 
 
 
Approving Official for Exceptions: 
Chair of Board of Supervisors  
Vice-Board Chair 
County Executive 
Agency/Department Head 
(Designees of above) 
 
Finance Agency Director 
 
 
 
Controller-Treasurer Department 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Action: 
 
• Approves travel for specified travelers who 
travel on County business 
 
 
 
 
 
 
 
 
 
 
 
 
• Approves exceptions on case-by-case basis in 
accordance with Exception Principles and 
policy guidelines 
 
 
 
 
• Reviews and makes recommendations 
regarding exception requests 
 
 
• Exercises general oversight for the processing 
of reimbursement requests 
• Insures consistency with the policies and 
guidelines  
• Processes claims, including conducting desk 
audits  
• Provides timely, accurate reimbursement to 
claimants  
• Provides regular updates to the published 
travel policies and procedures and advises 
Department Travel Coordinators of all such 
updates and changes  
• Provides assistance regarding travel by 
resolving problems and/or providing 
information.  
 

Attachment A

136



Santa Clara County Travel Policy 
Desk Reference Manual, January 2006  
Appendix B: Related Policies and Procedures  
Source: SCC Administrative Policy and Procedures Manual  

 

The Controller-Treasurer 
 
 
 
 
 
 
 
 
 
Department Head, Elected Official, 
or Board Appointee 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Department Travel Coordinator 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Makes final decision in cases where the 
appropriateness and reasonableness of a 
reimbursement request is disputed  
• Works with the County Executive and 
Department Heads to maintain Countywide 
common and consistent travel practices  
• Ensures that travel policies and procedures 
are reviewed and updated and that 
amendments are developed as needed 
 
• Oversees travel at respective departmental 
level (Note: Respective immediate 
supervisors/managers, including the County 
Executive and Agency/ Department Heads may 
impose any additional approval levels or 
processes that they require for respective 
individuals and/or organization(s) under their 
purview)  
• Ensures that authorized travel is necessary 
and appropriate for the conduct of County 
business, that the cost is reasonable and 
justified by the trip’s purpose, and that the 
travel expenditures are within budgetary limits 
• Assures that in respective department there is 
a process in place that provides prompt review 
and approval of trip expense reports so they 
can be submitted timely for payment. • Assures 
that expense reports are accurately reviewed 
for compliance  
 
• Functions as the “resident expert” on County 
business travel 
• Informs and educates County travelers • 
Ensures that the business purpose of travel 
costs is clearly stated 
• Assumes additional duties related to travel as 
determined by individual department • Notifies 
departmental travelers of updates and changes 
to County travel policy and procedures  
• Provides information on how to obtain 
electronic forms 
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Traveler or Supervisor of Traveler 
 
 
 
 
 
 
 
 
 

• Knows and complies with the County’s travel 
policies and their general intent 
• Exercises reasonable and prudent judgment 
relative to County business travel 
• Obtains proper authorization to travel • 
Prepares and submits expense reports on a 
timely basis along with appropriate receipts 
and supporting documentation 
 

 
 
 
REFERENCE MATERIAL 
County Ordinance Code, Division A31 Travel  
Santa Clara County Travel Desk Reference Manual  
Travel Claims Processing Procedures:  
 Travel Requests, Advances and Reimbursements  
County Administrative Policy and Procedure Manual:  
 Vehicle Use - County Driver Permits, 706 
Vehicle Use - Business Use of Private Vehicles, 706.1  
County Driver Permits, 6448  
County Procurement Card Program Manuals GSA Fleet Management Customer Service 
Guide http://www.procurement/travel_agencies.asp  
 
 
DEFINITIONS 
Agency/Department Heads report to the County Executive.  
Department Heads report to Agency/Department Heads. 
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Revised 7/14/03 
Replaces 407 

11/15/01 
Policy 706  
 
VEHICLE USE - COUNTY DRIVER PERMITS 
 
POLICY 
 
All persons who drive on County business are required to have a valid County of Santa Clara 
driver’s permit in addition to a valid California driver’s license and a satisfactory Department of 
Motor Vehicles (DMV) driving record.  Anyone not meeting these requirements is not permitted 
to drive on County business. 

 
PROCEDURES 
 

Responsible Party Action 
County Driver Those who will be driving on County business 

shall provide their department with their 
driving record from the DMV, typically during 
the hiring process.  The department may obtain 
this information from the DMV directly for 
existing County workers. 
 

Department Verifies that the person has a valid California 
driver’s license and satisfactory DMV driving 
record.  The department then issues a 
temporary 90-day County of Santa Clara 
driver’s permit and enrolls the person in the 
County Driver Training Program. 
 

As required by Cal-OSHA, all employees are 
to be provided safety training appropriate to 
their job duties. 
 

ESA Insurance Division Provides driver training class, and issues 
certificate of completion and driver’s permit, 
which is valid for three years.  

County Driver/Department Renewal of the permit is contingent upon a 
satisfactory driving record as reported by the 
DMV and verified by the department, and 
completion of the Driver Training Program. 
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Revised 7/14/03 
Replaces 407 

11/15/01 
 
 
 
REFERENCE MATERIAL  - RELATED LAWS, REGULATIONS AND PROCEDURES 
 
Subject    Reference    Section 
 
California Driver License  California Vehicle Code  12515, 12811, 

14606 
 
Safety Training California Code of Regulations Title 8, Section 3203 
 
Business Use of Private Vehicles County Policy and Procedures 706.1 
 
Driver Training Program,  ESA Insurance Division Driver  Various Tabs 
Coordinator Duties, DMV, Etc. Training Coordinator Manual 

 
 
Additional information regarding this policy can be obtained from the Employee Services 
Agency Risk Management Department Insurance Division. 

 
FORMS

 
Name         Form Number
 
County Driver Permit       5748 
 
Request For Driver Permit      6409 
 

Santa Clara County Travel Policy Page 2 of 2 
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                                                                                                                                    Revised 7/14/03 
                                                                                                                                                                                                               Replaces 407.1 
                                                                                                                                                                                                                          11/15/01 

POLICY 706.1 
 
VEHICLE USE - BUSINESS USE OF PRIVATE VEHICLES 
 
POLICY
 
Use of private vehicles on County business may be authorized by Agency/Department Heads or 
their designee. County drivers must comply with the actions listed below prior to using private 
vehicles on County business. Liability associated with the operation of a private vehicle on 
County business is the responsibility of the vehicle driver/owner. 
 
PROCEDURES 
 
Responsible Party Action 

 
County Driver Shall: 

1. Hold a valid County driver’s permit. 
2. Maintain and provide to their department valid proof 

of vehicle liability insurance in accordance with 
Sections 16450 and 16451 of the California Vehicle 
Code, either by insurance identification card or 
insurance declarations page. 

3. Provide written notice to their department ten days 
prior to expiration, termination or material change of 
such insurance policy. 

4. Submit the Driver Responsibility Statement (Form 
6448-8), to their department.  

5. Receive departmental approval on Form 6448-8 prior 
to driving a private vehicle on County business. 

 
Mileage reimbursement may be claimed for approved use of 
personal vehicles in accordance with current labor agreements 
and County Ordinance, Division A31, Travel, Sections A31-11 
and A31-12. 
 
In the Event of an Accident – The accident must be reported to 
ESA Insurance on the Vehicle Accident/Incident Report Form 
(Form 1542). If certain criteria are met under the ESA 
Insurance Division Claims Procedures, individuals authorized 
to use their personal vehicles may be reimbursed up to $500 
for damage resulting from a collision while in use on County 
business. All claims for accident cost reimbursement must be 
directed to the ESA Insurance Division. 
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                                                                                                                                    Revised 7/14/03 
                                                                                                                                                                                                               Replaces 407.1 
                                                                                                                                                                                                                          11/15/01 

 
Responsible Party Action 

Department Departments are responsible for verifying that individuals 
using private vehicles for County business have: 

1. A valid County driver’s permit.  
2. A valid California driver’s license. 
3. An acceptable DMV driving record. 
4. Valid vehicle liability insurance.   

 
Departments shall also maintain a current listing of those 
individuals authorized to use their private vehicles. 
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                                                                                                                                    Revised 7/14/03 
                                                                                                                                                                                                               Replaces 407.1 
                                                                                                                                                                                                                          11/15/01 

REFERENCE MATERIAL - RELATED LAWS, REGULATIONS AND PROCEDURES 
 
 
Subject    Reference     Section
 
County Driver Permit   County Policy and Procedures  706 
Requirements    Manual 
 
Vehicle Liability Insurance  California Vehicle Code   16450 and 
Requirements          16451 
 
Driver Training Program,  ESA Insurance Driver Training   Various Tabs 
Coordinator Duties, DMV,  Coordinator Manual  
Accident Reporting Procedures, Etc. 
 
Authority to use a private  County Ordinance Code   A31-9 
vehicles on County business 
 
Reimbursement for use of  County Ordinance Code   A31-11 
private conveyance 
 
Insurance when private  County Ordinance Code   A31-12 
conveyance is used 
 
 
Additional information regarding this policy can be obtained from the Employee Services 
Agency Risk Management Department Insurance Division. 

 
 

FORMS 
 
 
Name       Form Number
 
Vehicle Accident/Incident Report   1542 
 
Driver Responsibility Statement   6448-8 
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County of Santa Clara
DRIVER RESPONSIBILITY STATEMENT

  Applicant's Name (Last, First, MI)  Employee Number   Agency and Department

I request authorization to drive a private automobile on County business.

I understand:

Issuance of a County Drivers Permit is contingent on possession of a valid California Driver
License.  Driving on behalf of the County in a County-owned or private automobile is not permitted 
unless both the County Drivers Permit and California Driver License are current.

When driving a private vehicle on County business, I will maintain in full force and effect valid 
vehicle insurance and provide evidence of such, to the County by either insurance identification
card or declarations page.

I have read and understand the above requirements.
I have also read and understand County policy 706.1, Vehicle Use - Business Use of
Private Vehicles, on using private vehicles for County business.

  Signature of Applicant  Date

Department Head Approval

I approve this applicant's request to drive a private automobile on County business.

  Department Head Signature or designee  Date

Valid County Drivers Permit ?    Yes ___  No ___       County Driver Permit Expiration Date: ____________
Valid California Driver License? Yes ___  No ___       Valid Auto Insurance?   Yes ___  No ___

Effective Date or Approval Date__________              Disapproval Date__________

Department/Agency - Maintain copy with employee driver training records

Santa Clara County Travel Policy
Desk Reference Manual, January 2006
Appendix B: Related Policies and Procedures
Source: SCC Adminstrative Policy and Procedures Manual
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Written approval is NOT required, 
must submit advance written notice.

County of Santa Clara
FLOW CHART FOR WRITTEN PRE-APPROVAL REQUIREMENT

Travel for Board of Supervisors does not require written approval, however, the Board of
Supervisors, acting as a Board, approves in public session all international business travel
for Board members and their staff.

NoYes

Board Appointees ?

Overnight lodging 
or 
Air
?

International/
Alaska/Hawaii

?

ADVANCE 
WRITTEN 

REQUEST and 
APPROVAL 
REQUIRED

ADVANCE 
WRITTEN 

REQUEST and 
APPROVAL 

NOT REQUIRED

Yes

No

Yes No

Yes No

Out-of-State
or

International/
Alaska/Hawaii

?

No

Travel Advance
?

Santa Clara County Travel Policy
Desk Reference Manual, January 2006
Appendix D:  Flow Chart for Pre-Approval Requirements

Page 1 of 1
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County of Santa Clara 
GUIDELINES FOR MINIMIZING TRAVEL EXPENSES 

 
 
See Travel Policy Desk Reference Manual.  Consider the following: 
  
I. General 
 
A. Is there a clear benefit to the County that will result from the travel? 
 
B. Will the expense be a reasonable and prudent use of public funds? 
 
C. Has the traveler arranged his/her schedule to leave at the latest reasonable 

time, arrive at the destination on time, and return promptly as soon as 
business is finished?  

 
D. If more than one person is being sent to the same conference or event, does 

the attendance by additional staff provide a true added value?  Can the same 
results be achieved by sending one person who provides training and shares 
material with other staff upon return? 

 
E. If travel is for a conference or training, will the training be offered at another 

time at a location nearer to Santa Clara County than the one being 
requested? 

 
F. When travel is for a conference or training, have you obtained and reviewed 

all paperwork describing the event to determine dates, times, “free” meals, 
destination ground transportation options, and other pertinent information? 

 
G. Has the traveler chosen the most efficient, direct, and economical travel 

options required by the occasion? 
 
H. Has consideration been given to the effect of overtime (authorized or 

mandated) on the total cost of the travel? 
 
I. Is the travel request based on the traveler’s membership in an organization? 

(This is not of itself an allowable basis for travel authorization.) 
 
J. If more than one person is traveling, are travel arrangements coordinated to 

minimize costs? 
 
K. If a group of ten or more are traveling, have “group travel” rates been 

explored? 
 
L. Are unanticipated or unusually high expenses explained? 
 

Santa Clara County Travel Policy  Page 1 of 4 
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II. Air Fare 
 
 
A. If the Traveler got his/her ticket using a “companion fare” pricing 

arrangement (“Friend Flies Free”, etc.), is there a quote from a County travel 
agency regarding alternate fares for the employee traveling alone, including 
consideration of VCAL or YCAL rates? 

 
B. Is the flight between one of the three Bay Area airports and the airport 

closest to the travel destination?  If not, justification is required.  If not for 
business reasons, the excess air fare (if any) is not reimbursable. 

 
C. If the employee has “extra” travel destinations incorporated in the trip for 

personal reasons, the cost of the trip, excluding the extras, should be 
documented. 

 
D. If a “Saturday Night Stayover” airfare is involved, the amount of savings 

should be documented when reservations are made.  See Saturday Night 
Stayover Appendix to Travel Desk Reference Manual. 

 
E. If there has been an airline delay causing an overnight stay, has the traveler 

attempted to secure complimentary lodging? 
  
F. Is the airfare charged at the “coach” rate? 
 
G. If a personal vehicle is used in lieu of flying, is “equivalent airfare” claimed?  

(Coach class air fare plus “avoided” parking charges at the local airport 
computed at San Jose International long term parking rates and mileage 
to/from airport)? 

 
H. If you have an unused airline ticket, has the County pursued obtaining a 

refund or using it at a later date? 
 
I. If an airline ticket has been lost, has the traveler filed a lost ticket 

reimbursement claim? 
 
 
III. Ground Transportation at Travel Destination 
 
 
A. Is a car rental necessary?  What are the options (shuttle bus, taxi, etc.)? 

How far from the airport to lodging?  How far from lodging to conference or 
work site?  If it is reasonable to use a rental car, the reason should be 
documented.  Has the traveler checked on taking advantage of promotional 
rates, government rates, last minute specials or free upgrades? 
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B. Taxis may be used when time is of the essence or public transit or other 
common carriers are not reasonably available.   

 
C. Does the hotel or conference provides free shuttle bus to/from the airport?  If 

so, taxi or car rental may be unnecessary. 
 
 
IV. Other Forms of Inter-City Transportation 
 
 
If inter-city transportation is planned using options other than air or County auto, 
charges for bus fare, train fare, or private auto mileage should not exceed the 
amount which would have been charged for a coach class airline ticket purchased 
on the date of the travel request, plus savings associated with parking at the 
airport (at San Jose International Long Term Parking rates).   
 
 
V. Lodging/Incidental Expenses 
 
 
A. Is lodging at the single rate? 
 
B. Was the government rate requested?  Other special rates? 
 
C. Was the hotel/motel questioned regarding the availability of exemptions to 

transient occupancy tax?  See Exemption Certificate for Government 
Agencies (TOT Waiver) Appendix to Travel Desk Reference Manual. 

 
D. Is the number of nights of lodging reasonable given the nature of the trip, 

hours of conference or other work, available flight times, length of travel 
time, etc.? 

 
E. If an extended stay is contemplated, is it less expensive to bring the 

employee home for weekends than to pay for lodging and meals for the extra 
days? Has alternative lodging, such as renting an apartment been 
considered?  

 
F. Are tips for housekeeping and luggage handling reasonable?  Do  tips follow 

tipping allowances? 
 
G. Are phone calls on hotel bill for business purposes or otherwise consistent 

with department policy? 
 
H. Are in-room movies, bar, or snacks included in reimbursement request?  

(These are non-reimbursable expenses.) 
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VI. Meals 
 
 
A. Are “free” meals provided by hotel, conference, airline, etc. acknowledged in 

travel authorization?   
 
B. Are amounts for meals computed for travel authorization purposes at the 

base rate (without receipts)?  This is particularly important when advances 
are being requested.  Travel advances are based upon the approved 
estimated costs on the travel authorization form and must be based on the 
“without receipts” rate. 

 
C. Are alcoholic beverages itemized on meal receipt? (Alcoholic beverages are 

non-reimbursable.) 
 
D. Is amount claimed (including tax and tip) within established dollar limits? 
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COUNTY OF SANTA CLARA – TRAVEL AGENCY 
January 1, 2006 through December 31, 2008 

Santa Clara County Travel Policy  Page 1 of 1 
Desk Reference Manual, Jan 2006 
Appendix G: County Approved Travel Agency 

 
 
AGENCY NAME Giselle’s Travel 

 
ADDRESS 1300 Ethan Way, Ste100, Sacramento, CA  95825 

 
PHONE # 800-523-0100 or 916-922-0330 

 
FAX # 916-679-3090 

 
EMERGENCY 
PHONE # 

800-388-3238 
 

CONTACT and 
EMAIL ADDRESS 

Marina Chavarria, extension. 3007, marinac@globaltrav.com 
Amina Khan, extension 3026, aminak@globaltrav.com 
Jessica Simmons, extension 3035, jessicas@globaltrav.com 
Other agents are also available to assist with travel needs. 
 

WEBSITE www.globaltrav.com 
Click on “State of CA” for online travel request form. 
Complete form and click  “Submit”. 
 

SERVICE CHARGE  • Per ticket:  $10.00 (airline reservations using online 
request system – County suggested method) 

• Per ticket:  $15.00 (airline reservations using telephone 
live agent) 

• Ticket changes or exchange or cancellation:  $0 (prior to 
issuing of ticket) 

• Delivery charge:  None 

• Hotel and/or Rental Car Reservations:  $0 

PAYMENT OPTIONS • Y-Cal and V-Cal tickets must be charge through AMEX 
BTA 

• All tickets other than Y-Cal or V-Cal may be charged 
through the County P-Card 

• If traveler does not have a P-Card, the air tickets or other 
public carrier expense may be charged through the AMEX 
BTA 
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Santa Clara County Travel Policy 
Desk Reference Manual, January 2006 
Appendix H: Travel Related Web Sites 

 

County of Santa Clara 
Travel Related Web Sites 

 
 
For County Travel Policy and Travel Forms: 
http://www.sccgovatwork/portal/site/Controller/, select Travel Policy 
under Quick Links 
 
For County contracted travel agent Giselle’s Travel: 
http://www.globaltrav.com/, select State of CA link 
 
For YCAL and VCAL airfare program: 
http://www.ofa.dgs.ca.gov/Travel+Programs/AirFare.htm and 
http://catravelsmart.com
 
For current and past mileage reimbursement rate:  
http://www.irs.gov, input “mileage rate” on Search Prompt 
 
To sign up for direct deposit for travel reimbursement, form can be 
found at: http://www.sccgovatwork/portal/site/Controller/, select 
Controller-Treasurer Forms, select Electronic Funds Transfer or ACH 
Registration Form 
 
For County Vehicle Driver Policies and Training, and other resources for 
County employee: http://www.sccgovatwork
 
 
For information related to international travel: 
 
• U.S. State Department: http://www.state.gov/travel 
• U.S. Department of Homeland Security: 

http://www.dhs.gov/dhspublic/theme_home3.jsp 
• Centers for Disease Control and Prevention: 

http://www.cdc.gov/travel 
• World Health Organization: http://www.who.int/ith/en/ 
• U.S. Department of Agriculture: http://www.aphis.usda.gov/travel 
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Alturas - 575 597 382 207 296 302 466 681 253 372 487 771 379 720 682 144 298 471 734 385 418 596 724 451 366 154

Bakersfield 575 - 129 211 366 657 579 107 108 320 201 224 275 285 209 109 436 275 206 235 295 251 121 151 247 345 508

Barstow 597 129 - 215 495 786 708 236 113 449 330 353 146 414 123 106 565 404 335 167 424 380 250 201 376 474 637

Bishop 382 211 215  - 371 662 580 343 265 321 230 350 361 314 308 266 437 276 347 352 324 319 332 310 346 374 509

Chico 207 366 495 371  - 291 228 259 474 46 165 280 728 172 575 475 70 91 264 601 178 211 389 496 237 183 142

Crescent City 296 657 786 662 291  - 84 550 743 337 456 477 977 372 872 766 221 382 465 892 362 408 590 683 441 305 293

Eureka 302 579 708 580 228 84  - 472 659 274 378 393 854 288 788 688 158 304 381 776 278 324 506 599 357 221 230

Fresno 466 107 236 343 259 550 472  - 215 213 94 152 382 178 316 216 329 168 134 342 188 144 144 258 153 238 401

Los Angeles 681 108 113 265 474 743 659 215  - 428 309 332 259 393 103 7 544 383 314 127 403 359 203 96 355 453 616

Marysville 253 320 449 321 46 337 274 213 428  - 119 234 595 126 529 429 116 45 218 555 132 165 343 436 191 136 188

Modesto 372 201 330 230 165 456 378 94 309 119  - 116 476 84 410 310 235 74 104 436 94 89 233 224 116 144 307

Monterey 487 224 353 350 280 477 393 152 332 234 116  - 499 111 433 330 348 185 18 459 115 69 143 236 43 171 420

Needles 771 275 146 361 728 977 854 382 259 595 476 499  - 560 190 252 711 550 481 321 570 526 396 347 522 620 783

Oakland 379 285 414 314 172 372 288 178 393 126 84 111 560  - 494 394 218 81 99 520 10 42 224 317 75 60 290

Palm Springs 720 209 123 308 575 872 788 316 103 529 410 433 190 494  - 104 658 484 415 135 504 460 306 199 456 554 730

Pasadena 682 109 106 266 475 766 688 216 7 429 310 330 252 394 104  - 545 384 315 134 404 360 210 95 354 454 617

Redding 144 436 565 437 70 221 158 329 544 116 235 348 711 218 658 545  - 161 334 671 248 258 459 535 291 222 72

Sacramento 298 275 404 276 91 382 304 168 383 45 74 185 550 81 484 384 161  - 173 510 87 120 298 391 153 98 233

Salinas 471 206 335 347 264 465 381 134 314 218 104 18 481 99 415 315 334 173  - 441 101 57 125 218 41 160 406

San Diego 734 235 167 352 601 892 776 342 127 555 436 459 321 520 135 134 671 510 441  - 548 486 321 228 482 580 743

San Francisco 385 295 424 324 178 362 278 188 403 132 94 115 570 10 504 404 248 87 101 548  - 46 228 321 79 57 320

San Jose 418 251 380 319 211 408 324 144 359 165 89 69 526 42 460 360 258 120 57 486 46  - 182 275 33 102 330

San Luis Obispo 596 121 250 332 389 590 506 144 203 343 233 143 396 224 306 210 459 298 125 321 228 182  - 93 166 285 531

Santa Barbara 724 151 201 310 496 683 599 258 96 436 224 236 347 317 199 95 535 391 218 228 321 275 93  - 259 378 607

Santa Cruz 451 247 376 346 237 441 357 153 355 191 116 43 522 75 456 354 291 153 41 482 79 33 166 259  - 136 363

Santa Rosa 366 345 474 374 183 305 221 238 453 136 144 171 620 60 554 454 222 98 160 580 57 102 285 378 136  - 294

Weed 154 508 637 509 142 293 230 401 616 188 307 420 783 290 730 617 72 233 406 743 320 330 531 607 363 294  -

Source:  California Visitor Map

CALIFORNIA
MILEAGE CHART

Santa Clara County Travel Policy
Desk Reference Manual, January 2006
Appendix I:  California Mileage Chart Page 1 of 1
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Santa Clara County Travel Policy 
Desk Reference Manual, Jan 2006 
Appendix K: Sample Language Regarding Travel for Agreements, Contracts 

 

 
 
 

County of Santa Clara 
Sample Language Regarding Travel 

For Agreements, Contracts 
 

  
Contractor agrees to comply with the Santa Clara County travel 
policies and guidelines, where applicable, for all travel, lodging and 
meal reimbursements arising from the performance of this Agreement. 
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Santa Clara County Travel Policy 
Desk Reference Manual, January 2006 
Appendix L: Rates – Mileage and Meals 

County of Santa Clara  
Rates – Mileage and Meals 

   
 
Current rates are provided in the Travel Desk Reference Manual and are also 
available from Department Travel Coordinators, department Fiscal Officers, as well 
as from the Controller-Treasurer Department.   
 
Personal Vehicle Mileage Rate - based on the Federal rates that are updated 
every federal fiscal year.  For most recent rate, log onto www.irs.gov or 
www.sccgovatwork/portal/site/Controller  
 
For motorcycles, the mileage rate is equal to one-third the established standard 
rate. 

 
Meals – Travel Rates - based on the Continental United States (CONUS) standard 
rate of the Code of Federal Regulations, which establishes a basic per diem model.  
The CONUS is updated annually each federal fiscal year. 
 
Travelers may claim meal expenses by using the standard per diem rates (no 
receipts required), or by using the extended meal claim, which requires detailed 
receipts of the actual meal expenses.  Actual expenditures may not exceed 
maximum allowable rates.  Rates include tax and tip, but may not include alcoholic 
beverages. 
 

Base Rate (Per Diem) Extended Rate (2x Base) 
No Receipt Detailed Receipt Required 
$30 per day maximum $60 per day maximum * 
         Breakfast $7.00          Breakfast $14.00 
         Lunch $8.00          Lunch $16.00 
         Dinner $15.00          Dinner $30.00 

 
*The Extended Rate daily maximum amount may be increased by  $15  when 
meals are consumed in the metropolitan area of selected cities of the United States, 
as determined by CONUS to be high cost of living locations.  Note, for all Extended 
Rate claims, detailed receipts are required.  The selected cities are as follows: 
 
CA 
 

Los Angeles 
San Francisco    

LA New Orleans MO St. Louis PA Pittsburg 
Philadelphia 

CO Denver MA Boston NJ Atlantic City TX Dallas 
DC Washington MD Baltimore NM Santa Fe VA Arlington 
FL Miami MI Detroit NY New York City     WA Seattle 
IL Chicago MN St.Paul/Minneapolis    OH Cincinnati   

 
Employees can mix the per diem and extended rates on any particular day but must 
always provide receipts for extended rate meals. 
 

Example:  An employee may claim $15 for breakfast and lunch using the per diem rate, 
and include a receipt for dinner that exceeds the $15 dinner per diem allowance. 
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County of Santa Clara 
Tipping Allowances 

 
 
While usually and customary, tipping is generally a personal decision based 
upon perceived quality of service and personal generosity.  However, when 
public money is the source of payment, then parameters of “reasonableness” 
need to be stated.  Employees who believe that tips for service should 
exceed these parameters should do so at their own expense. 
 

 
Service 

 

 
Maximum Allowance 

 
Comments 

 
Skycaps 
 

$1.50 per bag  

 
Bellhop 
 

$1.50 per bag  

 
Housekeeping and  
Maid Service 
 

$2.00 per day  

Waiter/Waitress 
15% of bill unless rate is 
set by establishment on 
bill 

 
• Add tip amount to receipt 

total 
• Tips are included in per 

diem rates and extended 
maximums 

• Tips are calculated based 
on a total before tax 

 

 Car Park 
Attendant 

$1.00  

 
If help with bags, may add 
for Bellhop service (see 
above) 
 

Taxi Driver 15% of fare 

 
Ask driver to put amount 
paid inclusive on tip on 
receipt 
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County of Santa Clara 
V-CAL and Y-CAL AIRFARE PROGRAMS 
California State Association of Counties 

 
 
Purpose 
 

• The V-CAL and Y-CAL airfares provide efficient, cost-effective air travel for 
State department, university, and local government employees that travel on 
behalf of the organization for official business.  The discounted V-CAL and Y-
CAL airfares are provided by the contracts between State of California and 
the following airlines:  America West, American, United, JetBlue and Japan 
Airlines.  The V-CAL provides a lower airfare than the Y-CAL airfare when the 
traveler is able to make travel arrangement early and seats are available.   

 
• V-CAL - The V-CAL airfares are capacity controlled which require a certain 

number of seats to be specifically set aside for State department, university, 
and local government travelers.  Each respective airline will provide a limited 
number of seats on any given flight to be sold at the discounted fare.  The 
airline controls the number of seats they will offer at the discounted V-CAL 
rate.  The travel agent must secure reservation and issue the ticket at the 
time of booking in which V-CAL is available.  Once V-CAL seats are sold out, 
the V-CAL rate is no longer available.  The V-CAL tickets are issued at the 
time of reservation and are non-refundable. 

 
• Y-CAL - The County achieves cost savings through the Y-CAL airfares, as 

they are unrestricted, last seat availability and for travel in either direction of 
the city-pair.  The Y-CAL tickets are normally issued one to two days prior to 
the trip. 

  
 
Requirement 

 
• To use the V-CAL or the Y-CAL program 

o County travelers must utilize an authorized County travel agency.  See 
County Approved Travel Agency (Appendix G). 

o County travelers must use the American Express Business Travel 
Account (Amex BTA) for payment. 

 
• Travelers who have booked through any other means cannot use the Amex 

BTA to pay for the ticket. 
 
• Travelers must know their department budget unit number, index code or 

cost center at the time of booking the fare. 
 

• Travel agency must obtain valid department budget unit, index code or cost 
center information before service can be provided to the County employees. 
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• Travel agency is able to book other travel expenses such as lodging and car 
rental along with air ticket or other public carrier service; however, only the 
air ticket or other public carrier expense can be charged on BTA, lodging, car 
rental, and other reservations must be charged on a separate credit card, 
e.g., County P-Card or the employee’s personal credit card. 

 
• Santa Clara County Controller-Treasurer Department is responsible for 

management of the American Express Business Travel Account. 
 
 
Payment 
 

• County’s traveler does not need to submit a payment to either the Travel 
Agency or American Express. 

 
• Travel agent will charge the County’s Amex BTA for any airfares booked by 

the County travelers at the time reservations are made or ticket is issued. 
 

• American Express will send one bill on the 25th (approx.) of each month 
(statement date) to the Santa Clara County Controller-Treasurer 
Department. 

 
• County, Controller-Treasurer Department, is responsible to pay the bill in 

full by the next statement date. 
 

• Travel agency is responsible to issue detailed ticketing reports to the County 
within five business days after statement date. 

 
• The Controller-Treasurer Department will submit payment to American 

Express and charge the specific County Department Cost Center based on 
detailed ticketing information provided by the travel agency.  All charges will 
be posted to General Ledger Account (GLA) 5285800 Business Travel.  

 
• The Controller-Treasurer Department will issue payment details to County 

Departments monthly. 
 

• Each department is responsible to review, audit, reclass Cost Center or GLA 
and reconcile the charges monthly.  The review should include verification of 
authorized ticket purchased, cost center charged, and travel agency fees 
billed. 

 
• Any discrepancies are to be resolved between the County traveler or the 

traveler’s Department and the travel agency. 
 

• Departments are subject to audit performed by the Controller-Treasurer 
Department, Claims Unit. 
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V-CAL and Y-CAL Fares 
 

• The V-CAL and Y-CAL airfare contracts are available on 
http://www.ofa.dgs.ca.gov/Travel+Programs/AirFare.htm 

 
• Additional information can be found on http://catravelsmart.com 
 

 
Other Benefits 
 

• American Express also provides the following services for tickets paid by 
BTA: 

o Business Travel Accident Insurance, with up to $350,000 door-to-door 
coverage, 24 hours-a-day, seven days a week. 

o American Express Card Baggage Insurance Plan, with up to $1,250 for 
checked baggage and $500 for carry-on baggage in excess of the 
common carrier’s coverage. 

o Global Assist Hotline, 24-hour worldwide emergency travel assistance 
program. 

 
 
County Approved Travel Agencies Authorized with an American Express 
Business Travel Account 
 
Giselle’s Travel    
1300 Ethan Way, Ste. 100   
Telephone: 800-523-0100 or 916-922-0330   
Fax: 916-679-3090   
   
 
American Express 800 Phone Numbers 
 
 
Baggage Insurance Claims ……………………………………………………………..800-645-9700 
Business Travel Accident Insurance ……………………………………………….800-437-9209 
 
24-Hour Global Assist Hotline …………………………………………………………800-333-2639 
Overseas:  Call Collect ……………………………………………………………………715-343-7977 
 
Access to TTY Device for Hearing Impaired 
Continental U.S. ……………………………………………………………………………..800-221-9950 
In New York …………………………………………………………………………………….800-522-1897 
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County of Santa Clara 
P-CARD PROGRAM REVIEW 

 
 

The procurement card (P-Card) program is intended to facilitate the acquisition of 
goods and travel-related services necessary for accomplishing the County’s goals 
and objectives.  The P-Card itself is issued to individual County employees, who 
have been designated by their agency/department to have the card issued in their 
name.  It may be used for purchases that are authorized by the Board of 
Supervisors, through the “Direct Pay” list.  It may also be used for all travel 
expenses related to the performance of official County business.  For further details 
on the procurement card program please refer to the County P-Card Program 
Manual. 
 
To obtain a procurement card, please contact the Santa Clara County P-Card 
Program Coordinator at the County’s Procurement Department. 

   
Travel Related P-Card Purchases 

 
The use of the County P-Card for business travel expenses, including airfare, 
lodging expenses, and meals, is encouraged.  Employees using such cards are 
subject to all County travel policies, including those requiring that travel be pre-
approved and that there be a final accounting for the trip.  Processing of P-Card 
invoices containing travel charges should follow the procedures set forth in the 
Procurement Card Program Manual.   
 
Employees are responsible for providing proper supporting documentation for P-
Card payment processing as detailed in the County P-Card Program Manual.  Use of 
a P-Card as a payment method does not eliminate the need to file a timely final 
expense report.  When filing both the P-Card Statement and Trip Expense Voucher, 
original receipts and supporting documents should be attached to the P-Card 
statement and copies of receipts must be submitted with Trip Expense Voucher. 
 
Travel Advances 
 
Employees who are authorized to use the County P-Card for business travel are 
ineligible for travel advances. 
 
Airfare 
 
Employees who are assigned the responsibility for arranging for airfare may use the 
traveling employee’s P-Card number and charge the airfare.  The County’s 
authorized travel agency will accept the P-Cards.  If the airfare is arranged through 
the VCAL or YCAL program, the American Express Business Travel Account is used 
instead of the P-Card. 
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Ground Transportation 
 
The County’s P-Card can be used to pay the costs of ground transportation to and 
from the destination as well as after arrival at the destination.   
 
Lodging 
 
The County P-Card can be used to “guarantee” lodging at the time the reservation 
is made and to pay the actual lodging charges.  Lodging for traveling companions or 
personal costs of an incidental nature that appear on the hotel bill can be paid with 
the County P-Card only if the employee agrees to repay the personal costs at the 
time the final accounting for the trip is submitted.  When the copy of the lodging bill 
is submitted with the final accounting for the trip, personal items must be noted.  
 
Meals 
 
The County P-Card can be used to pay for the actual costs of meals and related 
tips.  If the actual cost exceeds the limits set forth in the County’s travel policies, 
employees must repay the excess at the time the final accounting for the trip is 
submitted.  Meal costs for traveling companions may not be paid using the County’s 
P-Card.  Detailed meal receipts must be provided with the final accounting for the 
trip; the per diem rate without receipts is not allowed when P-Card was used to pay 
for the meals.  
 
Costs Associated With Operating a Personal Vehicle for Travel Purchases  
 
The County P-Card cannot be used to purchase fuel, oil, etc., for a personal vehicle 
being used for business travel.  Employees are reimbursed for these costs through 
the mileage rate, and cannot charge actual vehicle operating costs to the P-Card.  
However, the County P-Card can be used for parking fees and bridge tolls (receipts 
are required regardless of dollar amount). 
 
Costs Associated With Operating a County-Owned Vehicle for Travel 
Purposes  
 
The County P-Card cannot be used to purchase fuel, oil, etc. for a County-owned 
vehicle being used for business purposes.  County’ s Fleet Management Department 
provides separate credit cards for vehicle operating costs that should be used to 
pay for such costs.  The County P-Card can be used to pay for parking fees and 
bridge tolls (receipts are required regardless of dollar amount). 
 
General Documentation and Guidelines for Travel Expenses Charged on P-
Card  
 
Required documentation for P-Card Transaction and Reconciliation Log: 

• Copy of Travel Authorization (if required) 
• Original Receipts 
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Required documentation for travel: 
• Trip Expense Voucher  
• Original copy of the Travel Authorization (if required) 
• Copy of P-Card charged receipts (for meals, detailed receipt is required) 
• Original receipts for expenses made other than P-Card 
 
 

 Traveler completes 
the Travel 
Authorization (TA)* 

Travel approved by 
supervisor/manager, 
travel coordinator issues 
a Travel Authorization 
No., and travel 
arrangements are made 

Traveler receives 
the approved TA 

Traveler travels and 
charges expenses 
on P-Card 

Traveler submits the
signed log to the 
Approving Officer 

Traveler reconciles 
the log with the 
monthly P-Card 
statement 

Traveler records the 
transactions on the 
P-Card Log, 
attaches a copy of 
the TA and the 
original receipts to 
the log 

Travel coordinator or 
fiscal unit reviews and 
forward to Controller’s 
Claims Unit for travel 
policy audit and non P-
Card expense 
reimbursement 

Traveler sends the 
package to 
Department travel 
coordinator or fiscal 
unit 

Traveler returns 
from trip, copies the 
P-Card receipts and 
TA 

Traveler completes 
a Trip Expense 
Voucher attach 
copies of P-Card 
receipts, the 
original TA and 
original receipts for 
non P-Card 
transactions.  
Obtain approval 

* Written TA is required when overnight lodging or airfare will be incurred, see Travel 
Policy Desk Reference Manual and Appendix D, Flow Chart for Written Pre-Approval Req. 
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See Travel Policy Desk Reference Manual and Sample Form attached to this file.

1 Name of the traveler.

2 Traveler's authorization number

3 Traveler's relation to the County - Check applicable box*.

4 Traveler's labor affiliation - Check applicable box*.

5 City and State of destination for this trip.

6 The name of the travel agency used by the traveler.

7 Method of transportation to be used - check applicable box*.
Does the Traveler have a County P-Card - check applicable box*.
Will this travel resulted in overtime - check applicable box*.

8 Departure date and time.

9 Return date and time.

10 Traveler's regular work days and hours.

11 Reason for the travel or the purpose to travel.

12 Estimated Expenses - Indicate all applicable expenses anticipated for the trip, including
transporation, lodging, meals, fees, car rental, and other expenses. Enter estimated
amounts on the right column of each category.

13 Account, Cost Center, Fund, Order and WBS element are accounting attributes to which your
travel expenses will be charged.

Required fields: Account number is the SAP equivalent of ESBJ number in STARS. Cost
Center represents the area of responsibility and is the SAP equivalent of Index code in
STARS. Fund may be a required field if the Account is a balance-sheet type (asset &
liability) account.

Optional fields (complete per departmental requirement): Order and WBS element replaced

14 Signature of traveler, date of signature, and phone number.

15 Signature of traveler's immediate supervisor, date of signature, and phone number.

16 Depending on the traveler's relation to the County, the Department Head,
Agency/Department Head, Board Appointee, Elected Official or others must approve In-State
or Out-of-State travel. See Travel Approval Levels and Requirements Appendix to Travel
Desk Reference Manual.

17 Depending on the traveler's relation to the County, the County Executive, Public action by
Board of Supervisors or others must approve International/Alaska/Hawaii travel. See Travel
Approval Levels and Requirements Appendix to Travel Desk Reference Manual.

18 Controller Department use only, leave blank.

TRAVEL AUTHORIZATION
FORM INSTRUCTION

County of Santa Clara

*When completing the form on-line, left click on the mouse to check or uncheck the box.

Santa Clara County Travel Policy
Desk Reference Manual, January 2006
Appendix Q-1:  Travel Authorization
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Name of Traveler Travel Authorization No.
Last First M.I.

Relation to County      Elected Official      Agency/Department Head Labor Affiliation
    Employee      Board Member/Aide      Other (Specify)      CEMA 715
Destination Travel Agency Used      Exec. Mgmt.

     Other(Specify)________
Method of Transportation Carpool?       Yes        No Is Traveler P-Card holder? Will this travel result in OT?

    Air      Private Auto  County Auto    Other (Specify)      Yes          No Yes   No
Date and Time of Departure           Date and Time of Return Regular Work Days & Hours

Reason for Travel

Estimated Expenses

Transportation, Other Public Carrier Expense or Airfare Equivalent Miles:  

Lodging Single Rate Tax Amount No. of Nights Total

+ x =
Meals  No. of Breakfasts No. of Lunches No. of Dinners

Registration Fees

Car Rental (must include statement of necessity)

Other Expenses (Itemize)

Total Estimated Expenses $

Date Phone  No. Date Phone No.

In-State and Out-of-State, Authorized by: International/Hawaii/Alaska, Authorized By:

Date Sign and check below: Date

    Dept. Head         Board Appointee          Elected Official     County Executive BOS Public Action

    Agency/Dept. Head Other (Specify)____________     Other (Specify) ______________________
Controller-Treasurer Dept. Use Only:

Date Paid Document No. Amount Comments

Cash Advance 

Lodging Advance

Registration 

Airfare 

Car Rental

Trip Expense

Other Charges 
REV 01/06 REORDER CODE 963248

Amount

County of Santa Clara
TRAVEL  AUTHORIZATION

-                        

$

Account Cost Center Fund Order WBS element

$

-$           

I hereby certify that the above estimated expenses are reasonable and necessary for the performance of my services to the County in accordance with
the County Travel Policy. In the event that I am requesting a Travel Advance, I acknowledge my responsibility to provide and to account for trip
expenses within 14 days of my return. If I do not provide an accounting and/or do not pay any excess advance to the County within 90 days after the
return date or upon termination from County employment, I authorize the County to deduct the full amount of the advance from my wages.

Traveler's Signature Supervisor's Signature

Sign and check below:

$

$

-                        

-                        

$

$

10

1
2

3

45 6

7

8 9

11

12

13

14 15

16 17

18

INSTRUCTIONAL FORM
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Name of Traveler Travel Authorization No.
Last First M.I. L.

Relation to County      Elected Official      Agency/Department Head Labor Affiliation
    Employee      Board Member/Aide      Other (Specify)      CEMA 715
Destination Travel Agency Used      Exec. Mgmt.

     Other(Specify)________
Method of Transportation Carpool?       Yes        No Is Traveler P-Card holder? Will this travel result in OT?

    Air      Private Auto  County Auto    Other (Specify)      Yes          No Yes   No
Date and Time of Departure           Date and Time of Return Regular Work Days & Hours

Reason for Travel

Estimated Expenses

Transportation, Other Public Carrier Expense or Airfare Equivalent Miles:  

Lodging Single Rate Tax Amount No. of Nights Total

+ x =
Meals  No. of Breakfasts No. of Lunches No. of Dinners

Registration Fees

Car Rental (must include statement of necessity)

Other Expenses (Itemize)

Total Estimated Expenses $

Date Phone  No. Date Phone No.

In-State and Out-of-State, Authorized by: International/Hawaii/Alaska, Authorized By:

Date Sign and check below: Date

    Dept. Head         Board Appointee          Elected Official     County Executive BOS Public Action

    Agency/Dept. Head Other (Specify)____________     Other (Specify) ______________________
Controller-Treasurer Dept. Use Only:

Date Paid Document No. Amount Comments

Cash Advance 

Lodging Advance

Registration 

Airfare 

Car Rental

Trip Expense

Other Charges 
REV 01/06 REORDER CODE 963248

Amount

5285800 9999 0001 $946.70

County of Santa Clara
TRAVEL  AUTHORIZATION

John TA0110-99999Smith

2

946.70                  

2 days parking at San Jose airport $

Account Cost Center Fund Order

Enterprise car rental - hotel does not provide shuttle service 

WBS element

Attend State Budget Committee Conference

United

Washington DC Giselle's Travel

$ 395.00

2

Conference registration

2

261.70$     

3

I hereby certify that the above estimated expenses are reasonable and necessary for the performance of my services to the County in accordance with
the County Travel Policy. In the event that I am requesting a Travel Advance, I acknowledge my responsibility to provide and to account for trip
expenses within 14 days of my return. If I do not provide an accounting and/or do not pay any excess advance to the County within 90 days after the
return date or upon termination from County employment, I authorize the County to deduct the full amount of the advance from my wages.

Traveler's Signature Supervisor's Signature

1/4/06  5:00 PM 1/6/06   10:00 PM M - F  8 - 5

85.00                    

115.00$    15.85$      

Sign and check below:

$

$ 100.00                  

30.00                    

261.70                  

75.00                    

$

$

SAMPLE
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Name of Traveler Travel Authorization No.
Last First M.I.

Relation to County      Elected Official      Agency/Department Head Labor Affiliation
    Employee      Board Member/Aide      Other (Specify)      CEMA 715
Destination Travel Agency Used      Exec. Mgmt.

     Other(Specify)________
Method of Transportation Carpool?       Yes        No Is Traveler P-Card holder? Will this travel result in OT?

    Air      Private Auto  County Auto    Other (Specify)      Yes          No Yes   No
Date and Time of Departure           Date and Time of Return Regular Work Days & Hours

Reason for Travel

Estimated Expenses

Transportation, Other Public Carrier Expense or Airfare Equivalent Miles:  

Lodging Single Rate Tax Amount No. of Nights Total

+ x =
Meals  No. of Breakfasts No. of Lunches No. of Dinners

Registration Fees

Car Rental (must include statement of necessity)

Other Expenses (Itemize)

Total Estimated Expenses $

Date Phone  No. Date Phone No.

In-State and Out-of-State, Authorized by: International/Hawaii/Alaska, Authorized By:

Date Sign and check below: Date

    Dept. Head         Board Appointee          Elected Official     County Executive BOS Public Action

    Agency/Dept. Head Other (Specify)____________     Other (Specify) ______________________
Controller-Treasurer Dept. Use Only:

Date Paid Document No. Amount Comments

Cash Advance 

Lodging Advance

Registration 

Airfare 

Car Rental

Trip Expense

Other Charges 
REV 01/06 REORDER CODE 963248

-                        

-                        

$

$

$

$

Sign and check below:

I hereby certify that the above estimated expenses are reasonable and necessary for the performance of my services to the County in accordance with
the County Travel Policy. In the event that I am requesting a Travel Advance, I acknowledge my responsibility to provide and to account for trip
expenses within 14 days of my return. If I do not provide an accounting and/or do not pay any excess advance to the County within 90 days after the
return date or upon termination from County employment, I authorize the County to deduct the full amount of the advance from my wages.

Traveler's Signature Supervisor's Signature

-$           

$

$

Account Cost Center Fund Order WBS element

County of Santa Clara
TRAVEL  AUTHORIZATION

-                        

Amount

$0.00
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See Travel Policy Desk Reference Manual and Sample Form attached to this file.
If filled electronically, the fill-ins will show as blue.

1 Advance Request or Final Accounting & Reimbursement Claim - Check applicable box.

2 Travel Authorization Number: Number assigned by the department for each trip at the time Travel
Authorization was submitted, the number sequence should be TA####-#####. First set of 
numbers represents the department, second set of numbers is assigned by department. For 

reference purpose,  an alphabet letter indicating the type of payment should follow the TA number,

A=Advance to employee,  F=Final reimbursement. For example, an advance payment should be 
entered as TA####-#####A.

The original Travel Authorization always goes to claims with the first payment request, 
with copies attached to each payment request afterwards. Claims will hold the original in 
an open file until trip is finalized.

3 A Vendor Number is assigned to every payee who is a claimant for County funds other than payroll.
The number is registered in the County’s Accounts Payable system. If vendor number has not been
assigned, a vendor number request may be sent to ASAP, this is normally done by departmental
accounting or support staff. 

4 Doc. Date is the date the form was completed.

5 Ref. Key is the direct pay code associated with the reimbursement request, default to F1.

6 Name of the party who is to receive the payment. Name of the traveler for advance payment or final
accounting and reimbursement claim, or business meal reimbursement.

7 Address for number 6 above or department name and pony address if payment is to be sent to 
department for distribution.

8 Claimant’s labor affiliation - check applicable box.
If claim is for Business Meal reimbursement only, ignore #9, #10, #11, #14, #15 and #16.

9 Name of the County employee or person takes the trip.

10 Brief description of travel purpose(s). Information such as case# may also be included if applicable.
Other examples may include transport minor for Probation Dept., transport witness for Office of the 
District Attorney, Office of the Public Defender and Office of the Sheriff, and relocate foster care
clients for Social Services Agency, etc.

11 City and State of destination for this trip.

12 Claimant’s department name and department number.

13 Department Travel Coordinator: Name and phone number of the person to be contacted when
questions related to the request arise.

14 Date and time traveler left for the trip.

15 Date and time traveler returned from the trip.

16 The traveler’s regular work hours and days.

17 Enter date (month/day/year) for each travel day.
18 (a) For Advance Request to employee:

Enter the daily per diem amount on lines stated “Claimable” for Breakfasts, Lunches, and/or Dinners.

(b) For Final Accounting & Reimbursement Claim:
Enter the actual amount occurred for each meal, place an "X" on column “P” if used P-Card for payment. 
“P” indicates that the transaction was paid using County’s Procurement Card (P-Card).

(c) For daily meal consumption, traveler should refer to County Travel Policy and put daily claimable or 
per diem amount on the lines stated “Claimable/Per Diem”, ignore column "P".

(d) For non-travel business meals, enter the actual amount occurred for each meal on the day(s) that
take place. Other required information related to the meal should be entered in meal section, please 
see instruction #26 for detail.

Original receipt should always be attached to the expense voucher. If travel related payment

FORM INSTRUCTION

County of Santa Clara
TRIP/BUSINESS MEAL EXPENSE VOUCHER

Santa Clara County Travel Policy
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was charged on P-Card, then the original receipt should be attached to P-Card statement and
a copy of the receipt should be attached to the expense voucher for compliance audit with
County Travel Policy.

19 (a) For Advance Request to employee:
Enter the estimated approval amount as a lump sum on the first day of travel. 

(b) For Final Accounting & Reimbursement Claim:
Enter the actual amount paid as a lump sum on the last day of travel. Place an “X” on column "P" if used
P-Card OR American Express BTA account for payment.
“P” indicates that the transaction was paid using County’s Procurement Card (P-Card) OR American
Express BTA account (refer to County Travel Policy, Appendix N for detail of this program).

20 (a) Same as 19(a).

(b) Same as 19(b).

(c) If parking and/or telephone are included in the hotel bill, list them separately from hotel bill and 
enter the actual amount on the day(s) they occurred.

21 Enter description and expense amounts for other expenses not itemized on 18 through 20.

22 For Advance Request, leave blank. For Final Accounting & Reimbursement Claim, enter the total 
amount paid in advance for the trip.

23 For Mileage Allowance, enter total personal car mileage driven. 

24 Enter reimbursable mileage rate. Reimbursable mileage rate is standard mileage rate established by 
the Federal Government, which is updated every year. Traveler should check and use the correct 
rate for reimbursement request. 

25 For Air Fare Equivalent, enter total of equivalent airfare plus amount for avoided airport parking and
avoided mileage to/from the airport. Traveler should provide document showing the amount for 
Coach Class airfare (per Y-Cal schedule or Travel Agency quote when Y-Cal is not available) to
the same destination and use long-term parking rate at San Jose International Airport for parking 
calculation purpose.

26 This business meal section is used both for non-travel business meals and travel-related business 
meals. For both meal types, information such as date, name and business relationship of those 
entertained, amount and business purpose should be entered. For travel-related business meals, 
when more than one traveler travel on the same trip and have business meals together, they can 
choose to have one of the travelers pay for the meal and claim reimbursement for the group. In 
this case, the claimant need to list other employees’ name, reason for attend the meal and Travel
Authorization Numbers in the column of  “TA # County Employee”.   

27 G/L Account Number, Cost Center, Fund, Order and WBS element are accounting attributes to
which the travel expenses will be charged. 
Three G/L Account Numbers are set up in the form, with one designated to mileage for cost tracking
purpose. Use G/L Acct#5285300 (Mileage) to record total mileage reimbursed.The form automatically 
carries the claimable total from mileage allowance section. Formula is set up for the other two G/L
Account Numbers to make their total equals the total claimable amount.

Required fields: G/L Account Number is the account number used in SAP to record value movement. 
Cost Center represents the area of responsibility. Fund may be a required field if the Account is a
Balance-Sheet type (asset & liability) account.

Optional fields (complete per department requirement): Order and WBS element. Contact traveler’s
department accounting/supporting staff for further instruction.

28 A brief description for this payment or this detail line. Suggested Description: traveler’s last name, 
short name for event or destination, confirmation numbers, invoice numbers, or date (Note
maximum 43 characters).

29 Payment Method Supplement (PMS): To be used by Departmental Accounting or Travel Coordinator
only. Employees can register for Direct Deposit (ACH). Input PMS only when warrant needs to be 
returned to department.

30 Signature of traveler (Claimant) is required for advance request, final accounting or reimbursement
claim. It is not required if advance is paid to third party, e.g. registration, hotel, etc.

31 Name and signature of party authorized by Department to approve the travel payments. 
33 For travel reimbursement to dependent contractors, department need to enter purchase order 

number and PO line number that represents travel provisions of the contract with the County.

32&34Claims use only. To be completed by employees in Claims Unit who records this document into the
County’s accounting system.

Santa Clara County Travel Policy
Desk Reference Manual, January 2006
Appendix Q-2:  Trip Expense Voucher Page 2 of 3
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35 Pre-set formulas. No need to enter, value will show up automatically.

For travel with more than one week or business meal for large group, use second and/or 
third page to enter required information. 

Santa Clara County Travel Policy
Desk Reference Manual, January 2006
Appendix Q-2:  Trip Expense Voucher Page 3 of 3
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County of Santa Clara Trip/Business Meal Expense Voucher
Advance Request Final Accounting & Reimbursement Claim

SAP Document Number 
Travel Authorization No. Vendor No. Doc. Date Doc. T e Ref.Keyyp

ZT Indicate Labor Affiliation:

Vendor Name 715 CEMA Exec. Mgmt

Address Other (specify)

For Dependent Contractor Only:

City State Zip PO# PO Line#

Name of traveler

Reason for travel

Destination Departure Date Time

Department name & No. Return Date Time

Contact Person Phone # Regular work hours and days

Day 1 Day 2 Day 3 Day 4 Day 5 Day 6 Day 7 Total Total

Date (##/##/##) Charged Claimable

P: P-Card or AMEX BTA P P P P P P P to P-Card**

B* Amount paid 0.00

Claimable/Per Diem 0.00

L* Amount paid 0.00

Claimable/Per Diem 0.00

D* Amount paid 0.00

Claimable/Per Diem 0.00

Airfare/Trans. 0.00 0.00

Registration Fees 0.00 0.00

Car Rental 0.00 0.00

Hotel/Lodging 0.00 0.00

Parking 0.00 0.00

Telephone 0.00 0.00

0.00 0.00

0.00 0.00

0.00 0.00

* Meal Type: B=Breakfast  L=Lunch  D=Dinner Subtotal (inc. p2&3 if applicable) 0.00

** Also include payment by American Express BTA account. Less: Amount charged to P-Card 0.00

Mileage Rate Less: Expense advance 0.00

Add:  Mileage Allowance-Total Personal car mileage x   Air Fare Equivalent 0.00

Amount Due/Payable (Total) 0.00

Detail meals if meal is claimed for more than one employee/traveler.  Include names of all quests entertained. Use additional page if necessary

DATE Name and Business Relationship of Those Entertained AMOUNT TA # COUNTY EMPLOYEE

Business Purpose:

Business Purpose:

G/L ACCT# COST CENTER FUND ORDER WBS ELEMENT AMOUNT EXPENSE LINE ITEM DESCRITPION (43)

1

2

3

PAYMENT METHOD SUPPLMENT   (PMS is for Departmental Accounting or Travel Coordinator use only)                                   
(Employees can register for Direct Deposit -ACH, PMS is only needed to have warrant returned to department)

I hereby certify under penalty of perjury that the above claim is for expenses that are reasonable and necessary for the
performance of my services to the County and such claim is true and correct in accordance with Travel Ordinance A31
and the County's travel policy set forth in the Travel Policy Desk Reference Manual.

(FOR CLAIMS USE ONLY)   I hereby certify 
that the total amount shown has been audited in 
accordance to the County's travel policy.

CLAIMANT SIGNATURE By:

APPROVER NAME AND SIGNATURE 721 REV 08/05 REORDER CODE 963251 (LAC 01/04)

1

32 4 5

6

7

9

10

11

12

14

34

15

16

23 24 25

35

22

35

26

30

31

19

20

18

21

35

13

17

32

8

 33

27   28

29
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County of Santa Clara Trip/Business Meal Expense Voucher
Advance Request Final Accounting & Reimbursement Claim

  SAP Document Number 
Travel Authorization No. Vendor No. Doc. Date Doc. T e Ref.Keyyp

TA0110-99999 9999999 01/10/06 ZT F1 Indicate Labor Affiliation:

Vendor Name John Smith 715 CEMA Exec. Mgmt

Address 70 West Hedding Street Other (specify)

For Dependent Contractor Only:

City San Jose State Ca Zip 95110 PO# PO Line#

Name of traveler John Smith Means of Travel Air

Reason for travel To attend State Bugdet Committee conference

Destination Washington DC Departure Date 01/04/06 Time 5:00 PM

Department name & No. Controller-Treasurer Dept. 110 Return Date 01/06/06 Time 10:00 PM

Contact Person Mary Jones Phone # 299-9999 Regular work hours and days 8 - 5

Day 1 Day 2 Day 3 Day 4 Day 5 Day 6 Day 7 Total Total
Date(##/##/##) 01/04/06 01/05/06 01/06/06 Charged to Claimable
P: P-Card or AMEX BTA P P P P P P P P-Card**

B* Amount paid 8.69 9.25 0.00

Claimable/Per Diem 8.69 9.25 17.94

L* Amount paid 0.00

Claimable/Per Diem 0.00

D* Amount paid 20.32 x 35.00 x 18.85 55.32

Claimable/Per Diem 20.32 30.00 18.85 69.17

Airfare/Transport. 395.00 x 395.00 395.00

Registration Fees 85.00 0.00 85.00

Car Rental 85.10 x 85.10 85.10

Hotel/Lodging 261.70 x 261.70 261.70

Parking 0.00 0.00

Telephone 3.50 x 3.50 3.50

SJ Airport Parking 30.00 0.00 30.00

0.00 0.00

0.00 0.00

* Meal Type : B=Breakfast  L=Lunch   D=Dinner Subtotal (inc. p2&3 if applicable) 800.62 947.41

** Also include payment by American Express BTA account. Less: Amount charged to P-Card 800.62

Mileage Rate Less: Expense advance

Add:  Mileage Allowance-Total Personal car mileage x   Air Fare Equivalent 0.00

Amount Due/Payable (Total) 146.79      

Detail meals if meal is claimed for more than one employee/traveler.  Include names of all quests entertained. Use additional page if necessary.

DATE(##/##/##) Name and Business Relationship of Those Entertained AMOUNT TA # COUNTY EMPLOYEE

Business Purpose:

Business Purpose:

G/L ACCT# COST CENTER FUND ORDER WBS ELEMENT AMOUNT EXPENSE LINE ITEM DESCRITPION (43)

1 5285800 146.79 State Budget Committee conference 1/5/06

2

3 5285300 0.00 Mileage allowance, including air fare equivalent

PAYMENT METHOD SUPPLMENT   (PMS is for Departmental Accounting or Travel Coordinator use only)                                 
(Employees can register for Direct Deposit -ACH, PMS is only needed to have warrant returns to department)                               

   
 

I hereby certify under penalty of perjury that the above claim is for expenses that are reasonable and necessary for the
performance of my services to the County and such claim is true and correct in accordance with Travel Ordinance A31
and the County's Travel Policy set forth in the Travel Policy Desk Reference Manual.

(FOR CLAIMS USE ONLY)   I hereby certify 
that the total amount shown has been audited in 
accordance to the County's travel policy.

By:CLAIMANT SIGNATURE 

APPROVER NAME AND SIGNATURE 721 REV 08/05 REORDER CODE 963251 (LAC 01/04)
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County of Santa Clara Trip/Business Meal Expense Voucher
Advance Request Final Accounting & Reimbursement Claim

  SAP Document Number 
Travel Authorization No. Vendor No. Doc. Date Doc. T e Ref.Keyyp

ZT F1 Indicate Labor Affiliation:

Vendor Name 715 CEMA Exec. Mgmt

Address Other (specify)

For Dependent Contractor Only:

City State Zip PO# PO Line#

Name of traveler Means of Travel

Reason for travel

Destination Departure Date Time

Department name & No. Return Date Time

Contact Person Phone # Regular work hours and days

Day 1 Day 2 Day 3 Day 4 Day 5 Day 6 Day 7 Total Total
Date(##/##/##) Charged to Claimable
P: P-Card or AMEX BTA P P P P P P P P-Card**

B* Amount paid

Claimable/Per Diem

L* Amount paid

Claimable/Per Diem

D* Amount paid

Claimable/Per Diem

Airfare/Transport.

Registration Fees

Car Rental

Hotel/Lodging

Parking

Telephone

* Meal Type : B=Breakfast  L=Lunch   D=Dinner Subtotal (inc. p2&3 if applicable)

** Also include payment by American Express BTA account. Less: Amount charged to P-Card

Mileage Rate Less: Expense advance

Add:  Mileage Allowance-Total Personal car mileage x   Air Fare Equivalent

Amount Due/Payable (Total)

Detail meals if meal is claimed for more than one employee/traveler.  Include names of all quests entertained. Use additional page if necessary.

DATE(##/##/##) Name and Business Relationship of Those Entertained AMOUNT TA # COUNTY EMPLOYEE

Business Purpose:

Business Purpose:

G/L ACCT# COST CENTER FUND ORDER WBS ELEMENT AMOUNT EXPENSE LINE ITEM DESCRITPION (43)

1

2

3 5285300 0.00 Mileage allowance, including air fare equivalent
PAYMENT METHOD SUPPLMENT   (PMS is for Departmental Accounting or Travel Coordinator use only)                                    
(Employees can register for Direct Deposit -ACH, PMS is only needed to have warrant returns to department)

I hereby certify under penalty of perjury that the above claim is for expenses that are reasonable and necessary for the
performance of my services to the County and such claim is true and correct in accordance with Travel Ordinance A31
and the County's Travel Policy set forth in the Travel Policy Desk Reference Manual.

(FOR CLAIMS USE ONLY)   I hereby certify 
that the total amount shown has been audited in 
accordance to the County's travel policy.

By:CLAIMANT SIGNATURE 

APPROVER NAME AND SIGNATURE 721 REV 08/05 REORDER CODE 963251 (LAC 01/04)
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County of Santa Clara Trip/Business Meal Expense Voucher

Day 8 Day 9 Day 10 Day 11 Day 12 Day 13 Day 14 Total Total
Date(##/##/##) Charged Claimable

P: P-Card or AMEX BTA P P P P P P P to P-Card

B* Amount paid 0.00

Claimable/Per Diem 0.00

L* Amount paid 0.00

Claimable/Per Diem 0.00

D* Amount paid 0.00

Claimable/Per Diem 0.00

Airfare/Transport. 0.00 0.00

Registration Fees 0.00 0.00

Car Rental 0.00 0.00

Hotel/Lodging 0.00 0.00

Parking 0.00 0.00

Telephone 0.00 0.00

0.00 0.00

0.00 0.00

0.00 0.00

* Meal Type : B=Breakfast  L=Lunch   D=Dinner Subtotal 0.00 0.00

Day 15 Day 16 Day 17 Day 18 Day 19 Day 20 Day 21 Total Total
Date(##/##/##) Charged Claimable

P: P-Card or AMEX BTA P P P P P P P to P-Card

B* Amount paid 0.00

Claimable/Per Diem 0.00

L* Amount paid 0.00

Claimable/Per Diem 0.00

D* Amount paid 0.00

Claimable/Per Diem 0.00

Airfare/Transport. 0.00 0.00

Registration Fees 0.00 0.00

Car Rental 0.00 0.00

Hotel/Lodging 0.00 0.00

Parking 0.00 0.00

Telephone 0.00 0.00

0.00 0.00

0.00 0.00

0.00 0.00

* Meal Type : B=Breakfast  L=Lunch   D=Dinner Subtotal 0.00 0.00

Detail meals if meal is claimed for more than one employee/traveler.  Include names of all quests entertained 

DATE (##/##/##) Name and Business Relationship of Those Entertained AMOUNT TA # COUNTY EMPLOYEE

Business Purpose:

Business Purpose:

Business Purpose:

Business Purpose:

Business Purpose:

721 REV 08/05 REORDER CODE 963251 (LAC 01/04)
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County of Santa Clara Trip/Business Meal Expense Voucher

Day 22 Day 23 Day 24 Day 25 Day 26 Day 27 Day 28 Total Total

Date(##/##/##) Charged Claimable

P: P-Card or AMEX BTA P P P P P P P to P-Card

B* Amount paid 0.00

Claimable/Per Diem 0.00

L* Amount paid 0.00

Claimable/Per Diem 0.00

D* Amount paid 0.00

Claimable/Per Diem 0.00

Airfare/Transport. 0.00 0.00

Registration Fees 0.00 0.00

Car Rental 0.00 0.00

Hotel/Lodging 0.00 0.00

Parking 0.00 0.00

Telephone 0.00 0.00

0.00 0.00

0.00 0.00

0.00 0.00

* Meal Type : B=Breakfast  L=Lunch   D=Dinner Subtotal 0.00 0.00

Day 29 Day 30 Day 31 Day 32 Day 33 Day 34 Day 35 Total Total

Date(##/##/##) Charged Claimable

P: P-Card or AMEX BTA P P P P P P P to P-Card

B* Amount paid 0.00

Claimable/Per Diem 0.00

L* Amount paid 0.00

Claimable/Per Diem 0.00

D* Amount paid 0.00

Claimable/Per Diem 0.00

Airfare/Transport. 0.00 0.00

Registration Fees 0.00 0.00

Car Rental 0.00 0.00

Hotel/Lodging 0.00 0.00

Parking 0.00 0.00

Telephone 0.00 0.00

0.00 0.00

0.00 0.00

0.00 0.00

* Meal Type : B=Breakfast  L=Lunch   D=Dinner Subtotal 0.00 0.00

Detail meals if meal is claimed for more than one employee/traveler.  Include names of all quests entertained 

DATE (##/##/##) Name and Business Relationship of Those Entertained AMOUNT TA # COUNTY EMPLOYEE

Business Purpose:

Business Purpose:

Business Purpose:

Business Purpose:

Business Purpose:

721 REV 08/05 REORDER CODE 963251 (LAC 01/04)
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See Travel Policy Desk Reference Manual and Sample Form attached to this file.

1 Traveler's department name, date the form was completed, name of the traveler,
traveler's contact phone number, city and state of the destination for this trip, and
departure date and return date.

2 Name of the person who provided the price quote for the airfares.

3 The travel agency or the company s/he is affiliated with.

4 The date the airfare prices quoted.

5 (a) - Airfare price quoted if traveler is returning on the same week.

6 (b) - Airfare price quoted if traveler is extending the trip over Saturday night.

7 (d) - The additional number of days/nights and amount cost per day/night for lodging
if the traveler extends the trip.

8 (d) - Total lodging cost, number of days times cost per date.

9 (e) - Additional cost of meals for the traveler to extend the trip, per diem rates
unless receipts submitted.  See maximum rates allowed.

10 (f) - Other additional costs for the traveler to extend the trip (e.g. car rental, parking
fee at the hotel, parking fee at the airport); refer to the Travel Policy Desk Reference
Manual for reimbursable expenses.  Enter total cost per category.

11 (g) - Paid time cost, straight or overtime based on hourly salary if traveler is paid for
extended time.

12 This is a formula, the amount calculated will be the additional amount the County will
reimburse to the traveler to extend the trip.

County of Santa Clara
REIMBURSEMENT ON EXTENDED TRAVEL FOR SATURDAY NIGHT STAYOVER

FORM INSTRUCTION
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Department:

Employee:

Destination:

Cost of Airfare:

Prices quoted by (name)

of (travel agency/airline)

on (date)

(a) Based on immediate departure and return itinerary
(direct route, Y-Cal rate if available) $

(b) Based on "Saturday Night Stayover" itinerary
(including extra destinations, if applicable) $

(c) Cost Savings [ (a) minus (b) ] *$ 0.00

* If (b) exceeds (a) or{(c)}is negative, stop here.  No extended
 travel costs are reimbursable.  Employee should make separate
billing arrangements with travel agency for extra airfare costs.

Additional Cost of Extended Travel:

(d) Lodging ( days x $ per day) $ 0.00

(e) Meals $

(f) Other  miscellaneous expenses (itemize)

$

$

$

$ $ 0.00

(g) Paid time (if not charged to vacation or holiday) $ 0.00

(h) Total Additional Costs [ (d) + (e) + (f) + (g) ] $ 0.00

Maximum Extended Travel Amount Reimbursable:

Extended travel is reimbursable only if
(a) exceeds (b) or (c) is a positive amount.
If (c) is greater than (h), enter amount from (h),
otherwise, enter amount from{(c)} $ 0.00

County of Santa Clara
REIMBURSEMENT ON EXTENDED TRAVEL FOR SATURDAY NIGHT STAYOVER

Telephone:

Date Completed:

Date of Trip:

1

2

3

4

5

6

7 8

9

10

11

12

INSTRUCTIONAL FORM

Reimbursement on Extended Travel
January 2006
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Department:

Employee:

Destination:

Cost of Airfare:

Prices quoted by (name)

of (travel agency/airline)

on (date)

(a) Based on immediate departure and return itinerary
(direct route, Y-Cal rate if available) $ 600.00

(b) Based on "Saturday Night Stayover" itinerary
(including extra destinations, if applicable) $ 410.00

(c) Cost Savings [ (a) minus (b) ] *$ 190.00

* If (b) exceeds (a) or{(c)}is negative, stop here.  No extended
 travel costs are reimbursable.  Employee should make separate
billing arrangements with travel agency for extra airfare costs.

Additional Cost of Extended Travel:

(d) Lodging ( 1 days x $ 114.69 per day) $ 114.69

(e) Meals Per Diem $ 30.00

(f) Other  miscellaneous expenses (itemize)

$ 40.00        

$ 15.00        

$ 15.00        

$ $ 70.00

(g) Paid time (if not charged to vacation or holiday) $ 0.00

(h) Total Additional Costs [ (d) + (e) + (f) + (g) ] $ 214.69

Maximum Extended Travel Amount Reimbursable:

Extended travel is reimbursable only if
(a) exceeds (b) or (c) is a positive amount.
If (c) is greater than (h), enter amount from (h),
otherwise, enter amount from{(c)} $ 190.00

County of Santa Clara
REIMBURSEMENT ON EXTENDED TRAVEL FOR SATURDAY NIGHT STAYOVER

Controller-Treasurer

Cathy Thomas Telephone:

Date Completed: 1/20/2006

299-1234

1/9/06 - 1/13/06

1/4/2006

Car rental

Parking at hotel

Parking at SJ Airport

Dallas, Texas

Marina Chavarria

Giselle's Travel

Date of Trip:

SAMPLE

Reimbursement on Extended Travel
January 2006
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Department:

Employee:

Destination:

Cost of Airfare:

Prices quoted by (name)

of (travel agency/airline)

on (date)

(a) Based on immediate departure and return itinerary
(direct route, Y-Cal rate if available) $

(b) Based on "Saturday Night Stayover" itinerary
(including extra destinations, if applicable) $

(c) Cost Savings [ (a) minus (b) ] *$ 0.00

* If (b) exceeds (a) or{(c)}is negative, stop here.  No extended
 travel costs are reimbursable.  Employee should make separate
billing arrangements with travel agency for extra airfare costs.

Additional Cost of Extended Travel:

(d) Lodging ( days x $ per day) $ 0.00

(e) Meals $

(f) Other  miscellaneous expenses (itemize)

$

$

$

$ $ 0.00

(g) Paid time (if not charged to vacation or holiday) $ 0.00

(h) Total Additional Costs [ (d) + (e) + (f) + (g) ] $ 0.00

Maximum Extended Travel Amount Reimbursable:

Extended travel is reimbursable only if
(a) exceeds (b) or (c) is a positive amount.
If (c) is greater than (h), enter amount from (h),
otherwise, enter amount from{(c)} $ 0.00

County of Santa Clara
REIMBURSEMENT ON EXTENDED TRAVEL FOR SATURDAY NIGHT STAYOVER

Telephone:

Date Completed:

Date of Trip:

Reimbursement on Extended Travel
January 2006

Attachment A

185



See Travel Policy Desk Reference Manual and Sample Form attached to this file.

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

- Chair of The Board of Supervisors for Board members, Board staffs and Board
Appointees.

- Vice-Board Chair for the Board Chair.
- Agency/Department Head for their agencies/departments.
- County Executive for Board appointee staff, commissions, Agency/Department Heads, other

elected officials, elected official-staff, and in all other cases as needed.

16

County of Santa Clara
TRAVEL EXCEPTIONS
FORM INSTRUCTION

Name of the traveler.

Traveler's business telephone number.

Traveler's department name and department number.

Departure date and return date.

City and State of destination for this trip.

Reason for the travel or the purpose to travel.

Check applicable box*, if Other is checked, explain; one exception per request.

Cost amount of the exception.

Give detailed explanation to describe the exception.

Provide justification for this exception.

Check applicable box(s)*

Sign and date the completed form.

Forward the completed form with Trip Expense Voucher and supporting documents to
Supervisor for review and initial. Note, Supervisor should also review and approve the Trip
Expense Voucher.

*When completing the form on-line, left click on the mouse to check or uncheck the box.

Supervisor forwards the package to Department Head to review and initial.

Depending on the traveler's position, the Approving Official will be one of the four stated
below. Fill in the required information: name, title, telephone number, signature, comment,
and forward to Finance Agency Director for recommendation.

Finance Agency Director reviews, signs, and states recommendation, comment and forwards
to Claims Unit in the Controller-Treasurer Department if exception request is allowed or sends
package back to Traveler's department if exception request is rejected.

Under no condition may any County official or employee approve his/her own exception
request.

Santa Clara County Travel Policy
Desk Reference Manual, January 2006
Appendix Q-4:  Travel Exceptions

Page 1 of 1
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Employee Name: Phone:

Department Name & Number:

Date(s) of Trip : Destination:

Purpose of Trip:

I am requesting for a Travel Exception to be approved for  (Check one):

Total Exception Dollar Amount:

Exception (Describe in detail):

Reason for Exception (Describe in detail and attach any related documentation):

Exception Principle (Check one or more, attach any related documentation):

Employee Signature: Date:

Supervisor's Initial: Department Head's Initial:

Approving Official:

Title:       Telephone Number:

Approving Official Signature: Date:

Comment:

Finance Agency Director:

Finance Agency Dir. Signature: Date:

Finance Agency Director Recommendation:

Comment:

County of Santa Clara
TRAVEL EXCEPTIONS FORM

Meal Car Rental Air FareLodging Other:

To serve the business interest of the County To observe an established or expected protocol at a specified event

To avoid a severe hardship or inconvenience To respond to an emergency situation

Meal Car Rental Air FareLodging

To serve the business interest of the County To observe an established or expected protocol at a specified event

To avoid a severe hardship or inconvenience To respond to an emergency situation

Exception Allowed Exception Rejected

1 2

3

4

6

5

7

8

9

10

11

12

13 14

15

16

INSTRUCTIONAL FORM

Travel Exceptions
January 2006
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Employee Name: Phone:

Department Name & Number:

Date(s) of Trip : Destination:

Purpose of Trip:

I am requesting for a Travel Exception to be approved for  (Check one):

Total Exception Dollar Amount:

Exception (Describe in detail):

Reason for Exception (Describe in detail and attach any related documentation):

Exception Principle (Check one or more):

Employee Signature: Date:

Supervisor's Initial: Department Head's Initial:

Approving Official:

Title:  Telephone Number:

Approving Official Signature: Date:

Comment:

Finance Agency Director:

Finance Agency Dir. Signature: Date:

Finance Agency Director Recommendation:

Comment:

To attend State Budget Committee Winter Conference

$75.00

Maximum dinner allowance is $30, paid $75 for the banquet on 1/12/06

1/12/06 dinner, only attended 5 of 10 days of conference.  5 day conference registration fee did not include 
banquet.  Necessary to attend banquet to receive the SBCC annual award.

1/9/06 - 1/13/06 Dallas, Texas

County of Santa Clara
TRAVEL EXCEPTIONS FORM

Cathy Thomas 299-1234

Controller-Treasurer, 110

Meal Car Rental Air FareLodging Other:

To serve the business interest of the County To observe an established or expected protocol at a specified event

To avoid a severe hardship or inconvenience To respond to an emergency situation

Meal Car Rental Air FareLodging

To serve the business interest of the County To observe an established or expected protocol at a specified event

To avoid a severe hardship or inconvenience To respond to an emergency situation

Exception Allowed Exception Rejected

SAMPLE

Travel Exceptions
January 2006
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Employee Name: Phone:

Department Name & Number:

Date(s) of Trip : Destination:

Purpose of Trip:

I am requesting for a Travel Exception to be approved for  (Check one):

Total Exception Dollar Amount:

Exception (Describe in detail):

Reason for Exception (Describe in detail and attach any related documentation):

Exception Principle (Check one or more, attach any related documentation):

Employee Signature: Date:

Supervisor's Initial: Department Head's Initial:

Approving Official:

Title:       Telephone Number:

Approving Official Signature: Date:

Comment:

Finance Agency Director:

Finance Agency Dir. Signature: Date:

Finance Agency Director Recommendation:

Comment:

County of Santa Clara
TRAVEL EXCEPTIONS FORM

Meal Car Rental Air FareLodging Other:

To serve the business interest of the County To observe an established or expected protocol at a specified event

To avoid a severe hardship or inconvenience To respond to an emergency situation

Meal Car Rental Air FareLodging

To serve the business interest of the County To observe an established or expected protocol at a specified event

To avoid a severe hardship or inconvenience To respond to an emergency situation

Exception Allowed Exception Rejected

Travel Exceptions
January 2006
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1 Date the form was completed.

2 Name and address of the hotel/motel for traveler's lodging.

3 Date(s) of the lodging.

4 Total amount on the bill.

5 Traveler's Agency or Department name.

6 Traveler's work address.

7 Name of the traveler.

8 The city where the hotel/motel resides.

9 Signature of traveler and date of signature.

A separate exemption certificate is required for each occupancy and for each employee.

Hotel may not accept this certificate unless the officer or employee presenting it shows
satisfactory credentials or some form of identification showing affiliation with the County
(an employee identification card or imprinted  business card).

County of Santa Clara

GUIDELINES and FORM INSTRUCTION

The transient occupancy tax waiver only applies to travel within the State of California.

Participation by operators is strictly voluntary.

(HOTEL/MOTEL TRANSIENT OCCUPANCY TAX WAIVER - TOT)

EXEMPTION CERTIFICATE FOR GOVERNMENT AGENCIES

Santa Clara County Travel Policy
Desk Reference Manual, January 2006
Appendix Q-5:  Exemption Certificate for Government Agencies

Page 1 of 1
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COUNTY OF SANTA CLARA

EXEMPTION CERTIFICATE FOR GOVERNMENT AGENCIES

(HOTEL/MOTEL TRANSIENT OCCUPANCY TAX WAIVER)

HOTEL/MOTEL OPERATOR:  RETAIN THIS WAIVER FOR YOUR FILES TO SUBSTANTIATE YOUR

 REPORTS.  PARTICIPATION BY OPERATORS IS STRICTLY VOLUNTARY

DATE EXECUTED

HOTEL/MOTEL NAME

HOTEL/MOTEL ADDRESS(Number, Street, City, State, ZIP Code)

OCCUPANCY DATE(S) AMOUNT PAID

COUNTY AGENCY/DEPARTMENT NAME

HEADQUARTERS ADDRESS

TRAVELER'S NAME (Printed or Typed)

EXECUTED AT:  (City)

,CALIFORNIA

TRAVELER'S SIGNATURE DATE SIGNED

TO:

This is to certify that I, the undersigned traveler, am a representative or employee of
the Government agency/department indicated below; that the charges for the
occupancy at the above establishment on the dates set forth below have been, or will be
paid for by the County of Santa Clara; and that such charges are incurred in the
performance of my official duties as a representative or employee of the County of
Santa Clara.

I hereby declare under the penalty of perjury that the foregoing statements are true and correct.

1

2

3 4

5

6

7

8

9

INSTRUCTIONAL FORM

Exemption Certificate for Government Agencies
January 2006
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COUNTY OF SANTA CLARA

EXEMPTION CERTIFICATE FOR GOVERNMENT AGENCIES

(HOTEL/MOTEL TRANSIENT OCCUPANCY TAX WAIVER)

HOTEL/MOTEL OPERATOR:  RETAIN THIS WAIVER FOR YOUR FILES TO SUBSTANTIATE YOUR

 REPORTS.  PARTICIPATION BY OPERATORS IS STRICTLY VOLUNTARY

DATE EXECUTED

January 30, 2006
HOTEL/MOTEL NAME

HOTEL/MOTEL ADDRESS(Number, Street, City, State, ZIP Code)

OCCUPANCY DATE(S) AMOUNT PAID

$252.00

COUNTY AGENCY/DEPARTMENT NAME

HEADQUARTERS ADDRESS

TRAVELER'S NAME (Printed or Typed)

EXECUTED AT:  (City)

,CALIFORNIA

TRAVELER'S SIGNATURE DATE SIGNED

January 30, 2006

TO:
DOUBLE TREE HOTEL

1515 HOTEL CIRCLE SOUTH, SAN DIEGO, CA  92108

SAN DIEGO

This is to certify that I, the undersigned traveler, am a representative or employee of
the Government agency/department indicated below; that the charges for the
occupancy at the above establishment on the dates set forth below have been, or will be
paid for by the County of Santa Clara; and that such charges are incurred in the
performance of my official duties as a representative or employee of the County of
Santa Clara.

I hereby declare under the penalty of perjury that the foregoing statements are true and correct.

1/30/06 -1/31/06

FINANCE AGENCY

70 WEST HEDDING STREET, EAST WING, 2ND FLOOR, SAN JOSE, CA  95110

John Smith

SAMPLE

Exemption Certificate for Government Agencies
January 2006
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COUNTY OF SANTA CLARA

HOTEL/MOTEL TRANSIENT OCCUPANCY TAX WAIVER

(EXEMPTION CERTIFICATE FOR GOVERNMENT AGENCIES)

HOTEL/MOTEL OPERATOR:  RETAIN THIS WAIVER FOR YOUR FILES TO SUBSTANTIATE YOUR

 REPORTS.  PARTICIPATION BY OPERATORS IS STRICTLY VOLUNTARY

DATE EXECUTED

HOTEL/MOTEL NAME

HOTEL/MOTEL ADDRESS(Number, Street, City, State, ZIP Code)

OCCUPANCY DATE(S) AMOUNT PAID

COUNTY AGENCY/DEPARTMENT NAME

HEADQUARTERS ADDRESS

TRAVELER'S NAME (Printed or Typed)

EXECUTED AT:  (City)

,CALIFORNIA

TRAVELER'S SIGNATURE DATE SIGNED

TO:

This is to certify that I, the undersigned traveler, am a representative or employee of
the Government agency/department indicated below; that the charges for the
occupancy at the above establishment on the dates set forth below have been, or will be
paid for by the County of Santa Clara; and that such charges are incurred in the
performance of my official duties as a representative or employee of the County of
Santa Clara.

I hereby declare under the penalty of perjury that the foregoing statements are true and correct.

Exemption Certificate for Government Agencies
January 2006
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Budget Unit/Dept#: Auto License #:

Headquarters (Work Location):

Miles
Claimed

(6) (8)

(9)

(10)

By:

Date Entered:

SC 286 - 9/05

(18)
For Dependent Contractor Only:

I hereby certify that the total amount shown has been
entered into TCS or SAP as an expenditure from the named
individual.

(19)

County of Santa Clara
NON-TRAVEL RELATED MILEAGE REIMBURSEMENT FORM

(1) (3)

Date Origin & Destination Address
Purpose of Trip

(7)

Employee ID Number Seq (2) Total From Page 2Pay CodeTCN/WDN (5)

(11) Total Miles Claimed

        Employee Certification & Departmental Approval
I hereby certify under penalty of perjury that the above trips were necessary
in the performance of my duty. Claim is hereby made for mileage as
itemized above. I also herein certify that none of the mileage claimed was
driven on personal business. Falsifying this report will be cause for
dismissal.

MI(12)

Purchase Order Line Number

Purchase Order Number

Payment Method Supplement

Total Miles Claimed: Total $ Amount:    

(13) (15)

Mileage Rate:

Claimant: Date:

(16)

(14)

(16)

Approved By:

(17)
Pay Period Entered or 
SAP Document Number:

(5)

Period Covered by Claim:
(2) (4)

Address:

Name:

INSTRUCTIONAL FORM

Attachment A

194



Budget Unit/Dept#: Auto License #:

Headquarters (Work Location):

Miles
Claimed

1/2/2004 4

1/5/2004 20

1/6/2004 10

1/7/2004 20

0

54

By:

Date Entered:

SC 286 - 9/05

For Dependent Contractor Only:

2345 Bon Bon Dr., San Jose 70 W. Hedding St.

Period Covered by Claim:
John Doe 1/1/2004 to 1/31/2004

Address:

Name:

Date Origin & Destination Address

County of Santa Clara
NON-TRAVEL RELATED MILEAGE REIMBURSEMENT FORM

0110 4LUV732

Purpose of Trip

To & From 70 W. Hedding - GSA,1555 Berger Drive, Bldg 2, County Procurement Card 
meeting (2 miles each way)
To & From 70 W. Hedding - Parks & Recreation Dept., 298 Garden Hill Drive, Los Gatos,  
Procurement Card Audit (10 miles each way)
To & From 70 W. Hedding - Medical Examiner, 850 Thornton Way, San Jose, Procurement 
Card Audit (5 miles each way)
To & From Social Service Agency, 10 Senter Road, EBT project meeting (10 miles each 
way)

Employee ID Number Seq (2) Total From Page 2Pay CodeTCN/WDN (5)

12345 Total Miles Claimed

        Employee Certification & Departmental Approval
I hereby certify under penalty of perjury that the above trips were
necessary in the performance of my duty. Claim is hereby made for
mileage as itemized above. I also herein certify that none of the mileage
claimed was driven on personal business. Falsifying this report will be
cause for dismissal.

MI11010

Purchase Order Number

Purchase Order Line Number

Total $ Amount:    

54 $20.25

Mileage Rate:

Manager's Signature
Pay Period Entered or 
SAP Document Number:

I hereby certify that the total amount shown has been
entered into TCS or SAP as an expenditure from the named
individual.

Approved By:

Claimant: Date:

1/31/2004

$0.375

John Doe's Signature

Total Miles Claimed:

Payment Method Supplement

SAMPLE
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Budget Unit/Dept#: Auto License #:

Headquarters (Work Location):

Miles
Claimed

0

0

By:

Date Entered:

SC 286 - 9/05

Address:

County of Santa Clara

Period Covered by Claim:

NON-TRAVEL RELATED MILEAGE REIMBURSEMENT FORM

Name:

Date Origin & Destination Address
Purpose of Trip

Total Miles Claimed

Employee ID Number Seq (2) Total From Page 2Pay CodeTCN/WDN (5)

Claimant: Date:

MI

I hereby certify that the total amount shown has been
entered into TCS or SAP as an expenditure from the named
individual.

0 $0.00

Mileage Rate:

Payment Method Supplement

Approved By:
Pay Period Entered or 
SAP Document Number:

Total Miles Claimed: Total $ Amount:    

For Dependent Contractor Only:

Purchase Order Number

Purchase Order Line Number

        Employee Certification & Departmental Approval
I hereby certify under penalty of perjury that the above trips were
necessary in the performance of my duty. Claim is hereby made for
mileage as itemized above. I also herein certify that none of the mileage
claimed was driven on personal business. Falsifying this report will be
cause for dismissal.

SAMPLE
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Origin & Destination Address Miles

Date Purpose of Trip Claimed

Total Page 2 - Enter on Page 1  0.0
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NAME OF EMPLOYEE (First, Middle, Last) SOCIAL SECURITY # WORK PHONE # HOME PHONE #

DRIVERS LICENSE  NUMBER CLASS RESTRICTIONS ON DRIVERS LICENSE.    IF NONE, CHECK BOX LENGTH OF COUNTY SERVICE DATE OF BIRTH

AGENCY/DEPARTMENT DIVISION, SECTION, ETC. WORK ADDRESS

CHECK ONE υ COUNTY EMPLOYEE υ EXTRA HELP υ VOLUNTEER υ OTHER (DESCRIBE)

COUNTY VEHICLE NUMBER VEHICLE LICENSE PLATE NUMBER VEHICLE YEAR PRIVATE VEHICLE MAKE MODEL / TYPE YEAR LICENSE NO.

TYPE OF VEHICLE ASSIGNMENT:  υ DEPARTMENTAL υ POOL  
REGISTERED OWNER OF VEHICLE  WORK PHONE NUMBER  HOME PHONE NUMBER

 υ PERM/INDIVIDUAL     (          ) (          )
MAKE MODEL/TYPE STREET NUMBER AND NAME CITY STATE ZIP

PRESENT LOCATION OF VEHICLE: υ IN OPERATION υ GSA GARAGE υ OTHER INSURANCE COMPANY  POLICY NUMBER
   

DAMAGE TO YOUR (OR THE COUNTY) VEHICLE  υ NONE υ MINOR υ MAJOR υ DRIVEN υ TOWED FROM SCENE

DESCRIBE:

WHERE CAN VEHICLE BE SEEN:  

PURPOSE OF TRIP

DATE OF INCIDENT TIME υ AM LOCATION OF INCIDENT LIST NEAREST CROSS STREET CITY

υ PM

WAS ACCIDENT REPORT MADE BY POLICE? υ YES υ NO ACCIDENT CASE NUMBER
CALL SHERIFF'S OFFICE IN ALL CASES AT: WHICH AGENCY?

COUNTY DEFENSIVE DRIVER TRAINING CLASSES ATTENDED WITHIN THE PAST FIVE YEARS:

υ NONE υ VIDEO υ LECTURE υ BEHIND THE WHEEL υ OTHER DATE LAST ATTENDED:
NAME OF OTHER DRIVER DRIVERS LICENSE NUMBER WORK PHONE NUMBER HOME PHONE NUMBER DATE OF BIRTH

STREET NUMBER AND NAME  CITY STATE ZIP

REGISTERED OWNER OF VEHICLE (IF OTHER THAN DRIVER) INSURANCE COMPANY POLICY NUMBER

STREET NUMBER AND NAME CITY STATE ZIP

VEHICLE LICENSE PLATE NUMBER VEHICLE YEAR MAKE MODEL/TYPE

DAMAGE TO OTHER VEHICLE/PROPERTY υ NONE υ MINOR υ MAJOR υ DRIVEN υ TOWED FROM SCENE
DESCRIBE:

INJURED PERSON'S NAME υ COUNTY EMPLOYEE υ OTHER BIRTH DATE

W(          ) H(          )
STREET NUMBER AND NAME CITY STATE ZIP

DESCRIBE INJURY

INJURED PERSON'S NAME υ COUNTY EMPLOYEE υ OTHER BIRTH DATE

W(          ) H(          )
STREET NUMBER AND NAME CITY STATE ZIP

DESCRIBE INJURY

INJURED PERSON'S NAME υ COUNTY EMPLOYEE υ OTHER BIRTH DATE

W(          ) H(          )
STREET NUMBER AND NAME CITY STATE ZIP

DESCRIBE INJURY

WITNESS NAME υ COUNTY EMPLOYEE υ OTHER BIRTH DATE

W(          ) H(          )
STREET NUMBER AND NAME CITY STATE ZIP

WITNESS NAME υ COUNTY EMPLOYEE υ OTHER BIRTH DATE

W(          ) H(          )
STREET NUMBER AND NAME CITY STATE ZIP

NCG

COMPLETE AS SOON AFTER THE ACCIDENT AS POSSIBLE.  
Write legibly.  Use extra pages if necessary.

1542

Supervisor: Review this report with employee to determine completeness.  Keep a copy for your 
department and forward the original to the County Insurance/Claims Division.  List employee's  
Budget  Unit  # ___________________,  Index  Code  # ___________________  and  Employee 
ID#___________________.

___:___

O
TH

ER
 V

EH
IC

LE
/D

R
IV

ER

υ υ

IN
JU

R
IE

S
W

IT
N

ES
SE

S

VISIBLE

INJURIES

SEVERE

WOUND

υ

PLEASE PRINT - Fill out Immediately

299-2311

A
C

C
ID

EN
T 

 IN
FO

R
M

A
TI

O
N

VE
H

IC
LE

  I
N

FO
R

M
A

TI
O

N

υ

(          )

M     /     F

PHONE NUMBERS

υ υ υυ υ υυυ

υ υ υ υ υ υM     /     F υ

υ υ υ υ

OF PAIN

M     /     F

(CIRCLE ONE)

SEX

υ

FATAL

INJURY

υ υ

COMPLAINT

INJURED WAS (Check one)

DRIVER PASS. PED. OTHER

(          )

SANTA CLARA COUNTY - VEHICLE  ACCIDENT / INCIDENT  REPORT

PHONE NUMBERS

PHONE NUMBERS

PHONE NUMBERS

PHONE NUMBERS

D
R

IV
ER

 EXTENT OF INJURY (Check one)

υυ

BICYCLIST

CALL POLICE (911) FOR ALL PROPERTY DAMAGE OR INJURY ACCIDENTS.
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1 CLEAR 1 2 3 4
2 CLOUDY BK BACKING YOUR VEHICLE #1 FIXED OBJECT
3 RAINING CL CHANGING LANES
4 FOG LT OTHER VEHICLE #2-4 RAILROAD
5 WIND 0 OTHER
6 OTHER PS POINT OF IMPACT X MOTORCYCLE OR BIKE

RO RAN OFF ROAD
D DRY RT STOP SIGN S SIGNAL
I WET ST STOPPED
S SNOWY-ICY WW TRAVELING WRONG WAY
W SLIPPERY (MUD, OIL, ETC.)

1 FREEWAY/EXPRESSWAY
2 RURAL
3 HILLS
4 PRIVATE PROPERTY

F CONTROLS FUNCTIONING
NF CONTROLS NOT FUNCTIONING
NP NO CONTROLS PRESENT
0 CONTROLS OBSCURED

LIGHTING
D DAYLIGHT
DD DUSK-DAWN
DL DARK-STREET LIGHTS
DN DARK-NO STREET LIGHTS

TYPE OF COLLISION
BS BROADSIDE
HD HEAD-ON
HO HIT OBJECT
OT OVERTURNED
RE REAR END
SS SIDESWIPE
AP AUTO/PEDESTRIAN
0 0THER

STATEMENT:

 

DATE:

  (Print):

SIGNATURE OFSIGNATURE OF
IMMEDIATE SUPERVISOR:

ROADWAY SURFACE

TYPE OF ROAD

MAKING RIGHT TURN

PROCEEDING STRAIGHT

N

S

EW

SPEED LIMIT:_____ MPH   YOUR SPEED: _____ MPH

DIAGRAM HERE

WEATHER MOVEMENT PRECEDING COLLISION

MAKING LEFT TURN

υ
LEGEND

RIGHT OF WAY CONTROLS

Supervisor's Name

I CERTIFY THAT THE INFORMATION PRESENTED IN THIS REPORT IS, TO THE BEST OF MY KNOWLEDGE, TRUE AND CORRECT.

COUNTY EMPLOYEE:
Supervisor

Phone Number:
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WHAT TO DO IN CASE OF AN ACCIDENT?

EMPLOYEE / DRIVER:
Do not move your vehicle unless:
a. The accident is minor and the traffic is heavy.
b. Your vehicle represents a serious hazard to other vehicles.
Find out if anyone is injured.
Set flares or other warning devices (four-way flashers, etc.).
Call 911 for all Injury and/or property damage accidents.
(Police will decide if they will respond.)
AND, call Sheriff's Department for all injury or property damage 
accidents.  (Sheriff will decide if they will respond.)
Phone #  299-2311
Obtain witness information.
Do not discuss the accident with anyone except:

 a. The investigating police officer.
b. The County Insurance Adjuster/Sheriff.
c. Your supervisor.
Do not admit responsibility / liability for the accident.
Sign nothing except the Police Accident Report and a citation,  
if necessary.
Complete entire accident report by the end of your work day  
and take it to your supervisor.
Employees injured on their job should advise their supervisor  
to notify the Workers' Compensation Department.

COUNTY OF SANTA CLARA
VEHICLE ACCIDENT / INCIDENT REPORT

1.

2.
3.
4.

9.

5.

6.
7.

8.

10.

11.
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SUPERVISOR:                    

Submit this report to ESA Risk Management, INSURANCE
DIVISION, 2310 N. First Street, Suite 203
San Jose, Ca  95131 or FAX to 441-4341:
a. Immediately if accident involves a serious personal injury.
b. Within 24 hours in case of a minor (all other) accident(s), or on  

the first working day after a weekend or holiday.
c. Call 441-4340 immediately if this is an injury or major 

accident.
d. Immediately report all employee injuries to the Workers' Comp.

Department.
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Ordinances enacted through January 13, 2009

Copyrighted by SANTA CLARA COUNTY CODE & Municipal Code Corporation, 
1998.

Division A31 TRAVEL��

Sec. A31-1. Authorization of travel
Sec. A31-1.1. Travel Policy Desk Reference Manual
Sec. A31-2. Reimbursement authorized; maximum
Sec. A31-3. Meals for persons providing services without compensation, County 
employees whose duties require attendance at meetings
Sec. A31-4. Intergovernmental representation
Sec. A31-7. Advance of funds generally
Sec. A31-7.1. Advancement and reimbursement of funds for employees required 
to transport prisoners
Sec. A31-8. Claims for expenses
Sec. A31-9. Authority to use private conveyance generally
Sec. A31-10. Authority to private conveyance in emergency
Sec. A31-11. Reimbursement for use of private conveyance
Sec. A31-12. Insurance when private conveyance used

Division A31�!"#$%&

Sec. A31-1. Authorization of travel.

(a) Each member of the Board of Supervisors is authorized to travel within and 
without the boundaries of the County and state on County business. Travel shall 
be approved as provided in the Travel Policy Desk Reference Manual.

(b) Any other person traveling for County purposes shall obtain authorization as 
provided in the Travel Policy Desk Reference Manual prior to travel on official 
County business.

(c) It shall be the traveling employee's responsibility to know the general intent of 
the travel policies, exercise reasonable and prudent judgment relative to County 
business travel and to request reimbursement for travel expenses consistent with 
these policies. County Board members, Board appointees, other elected officials, 
the County Executive, agency/department heads, and department heads shall 
have primary authority for travel authorization, and the Controller shall have final 
approval authority on the compliance, appropriateness and reasonableness of 
travel reimbursement requests.

(Code 1954, § 3.1.4-1; Ord. No. NS-300.31, § 1, 5-26-58; Ord. No. NS-300.51, § 
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1, 9-19-60; Ord. No. NS-300.65, § 1, 10-15-62; Ord. No. NS-300.173, § 1, 2-26-
73; Ord. No. NS-300.17, § 7, 7-18-73; Ord. No. NS-300.189, § 1, 5-31-74; Ord. 
No. NS-300.249, § 1, 10-11-77; Ord. No. NS-300.569, § I, 4-25-95; Ord. No. NS-
300.707, § 1, 3-25-03)

Sec. A31-1.1. Travel Policy Desk Reference Manual.

(a) Travel policies and principles will be summarized in the County Administrative 
Policy and Procedures Manual and will be set out in detail in the Travel Policy 
Desk Reference Manual. The Travel Policy Desk Reference Manual will provide 
the policy's purpose, objectives and guiding principles. It will also describe 
responsibilities, required approvals, spending and reimbursement limits and shall 
describe both allowed and disallowed travel expenses. The desk reference 
manual will also describe standards for exceptions, claims procedures and 
timelines for submitting travel claims.

(b) The County Controller is authorized to maintain, review and update these 
travel policies and desk reference manual in accordance with required changes 
and not less than once every two years. Any major revisions or changes to the 
travel policies, principles, rules and guidelines shall be approved by the Board of 
Supervisors.

(Ord. No. NS-300.707, § 2, 3-25-03)

Sec. A31-2. Reimbursement authorized; maximum.

Any person traveling on authorized County business shall be reimbursed in 
accordance with this division for actual and necessary expenses incurred for 
mileage, transportation, lodging and meals, in addition to their regular 
compensation. The maximum amounts of such reimbursement shall be 
established in the Travel Policy Desk Reference Manual, subject to amendment 
by the County Controller and/or Board of Supervisors.

(Code 1954, § 3.1.4-2; Ord. No. NS-300.31, § 1, 5-26-58; Ord. No. NS-300.65, § 
2, 10-15-62; Ord. No. NS-300.74, § 1, 11-2-64; Ord. No. NS-300.123, § 1, 9-23-
68; Ord. No. NS-300.173, § 2, 2-26-73; Ord. No. NS-300.176, § 1, 7-3-73; Ord. 
No. NS-300.189, § 2, 5-31-74; Ord. No. NS-300.248, § 1, 8-16-77; Ord. No. NS-
300.301, § 1, 7-31-79; Ord. No. NS-300.342, § 1, 8-4-81; Ord. No. NS-300.398, § 
1, 10-8-85; Ord. No. NS-304.119, § 1, 9-10-91; Ord. No. NS-300.488, § 1, 10-22-
91; Ord. No. NS-300.569, § II, 4-25-95; Ord. No. NS-300.707, § 3, 3-25-03)

Editor's note--Section 2 of Ord. No. NS-300.488 declared the ordinance effective 
July 22, 1991.

Sec. A31-3. Meals for persons providing services without compensation, 
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County employees whose duties require attendance at meetings.

(a) The chairperson of the Board of Supervisors, the Board of Supervisors or the 
County Executive, or their designee, shall have the right to authorize meals or 
reimburse the cost of meals for any person, group, appointive board or 
commission providing services to the County without compensation, and to any 
County employee assigned to assist. All meals authorized must be for a meeting 
relating to County business.

(b) The County Executive or designee may authorize reasonable expenditures 
for meals provided in conjunction with authorized and appropriate staff 
development and staff training functions.

(c) Any person representing the County at any meeting shall be reimbursed the 
actual cost of meals purchased at the meeting when there is no choice in the 
price of said meals.

(Code 1954, § 3.1.4-2.1; Ord. No. NS-300.59, § 1, 5-7-62; Ord. No. NS-300.74, § 
2, 11-2-64; Ord. No. NS-300.113, § 1, 11-13-67; Ord. No. NS-300.569, § III, 4-
25-95; Ord. No. NS-300.707, § 4, 3-25-03)

Sec. A31-4. Intergovernmental representation.

(a) When, pursuant to Government Code § 50023, the Board of Supervisors by 
resolution designates a representative to maintain an office in Washington, D.C. 
or Sacramento, California, to attend the State Legislature or Congress and any 
committees thereof, to meet with legislators or legislators-elect, or to meet with 
representatives of executive or administrative agencies of the state or federal 
government or local governments, such representative is authorized to incur any 
expense for or reasonably related to providing breakfast, luncheon and dinner 
conferences, discussions and meetings about the authorized subject matter 
subject to the limitations that such expenses shall not exceed the following 
amounts:

(1) For a representative assigned to Washington, D.C.--$1,000.00 a month.

(2) For a representative assigned to Sacramento, California--$300.00 a month.

(b) Claims for reimbursement for these expenses must state that they were 
incurred pursuant to this section and must identify the date and amount of the 
expenditure. A statement about the subject matter of the conference, meeting or 
appearance shall also be included in the claim for reimbursement if the expense 
for a single such conference or meeting exceeds $200.00.

(Ord. No. NS-300.170, § 1, 1-9-73; Ord. No. NS-300.569, § IV, 4-25-95; Ord. No. 
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NS-300.707, § 5, 3-25-03)

Editor's note--Ord. No. NS-300.569, § IV, adopted Apr. 24, 1995, repealed former 
§ A31-4 which pertained to expenses of persons on extended assignment 
outside of County, and renumbered former § A31-4.5 as § A31-4.

Sec. A31-5. Reserved.

Editor's note--Ord. No. NS-300.569, § V, adopted Apr. 24, 1995, repealed former 
§ A31-5 which pertained to reimbursement for meals at meetings where price 
fixed.

Sec. A31-6. Reserved.

Editor's note--Ord. No. NS-300.189, § 3, adopted May 31, 1974, amended this 
Code by repealing former § A31-6 containing provisions relative to the maximum 
expense allowable for conventions and conferences. Said former § A31-6 was 
derived from: Code 1954, § 3.1.4-3; Ord. No. NS-300.15, § 1, adopted Jan. 16, 
1956; Ord. No. NS-300.31, § 1, adopted May 26, 1958; Ord. No. NS-300.51, § 1, 
adopted Sept. 19, 1960; and Ord. No. NS-300.173, § 4, adopted Feb. 26, 1973.

Sec. A31-7. Advance of funds generally.

(a) Whenever a County employee or other person traveling on County business 
requires an advance of funds for traveling expenses, and where these expenses 
are not paid directly by the County and the traveler does not have a County 
procurement card (P-Card), the traveler must submit a written request for an 
advance to the Controller. A warrant in the appropriate amount shall be issued if 
the request has been approved as provided in the Travel Policy Desk Reference 
Manual.

(b) Travel advances must be settled with the Controller by filing a trip expense 
report within 21 days after return. The policies and procedures for reporting and 
recovery of travel advances are set out in the Travel Policy Desk Reference 
Manual.

(Code 1954, § 3.1.4-4; Ord. No. NS-300.51, § 1, 9-19-60; Ord. No. NS-300.123, 
§ 2, 9-23-68; Ord. No. NS-300.173, § 5, 2-26-73; Ord. No. NS-300.176, § 2, 7-3-
73; Ord. No. NS-300.569, § VI, 4-25-95; Ord. No. NS-300.707, § 6, 3-25-03)

Sec. A31-7.1. Advancement and reimbursement of funds for employees 

required to transport prisoners.

Notwithstanding any other provision of this Code, persons employed by the 
County and assigned to the transportation of prisoners requiring travel out of the 
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State of California shall be allowed full advancement for anticipated actual and 
necessary expenditures for mileage, transportation, lodging and meal expenses 
otherwise allowable for themselves and their prisoners. Reimbursement 
allowance for such expenditures shall be in accordance with rules and 
regulations of the California State Board of Control governing such travel.

(Ord. No. NS-300.238, § 1, 1-11-77; Ord. No. NS-300.415, § 10, 6-25-87; Ord. 
No. NS-300.569, § VII, 4-25-95; Ord. No. NS-300.707, § 7, 3-25-03)

Editor's note--Ord. No. NS-300.569, § VII, adopted Apr. 24, 1995, repealed 
former § A31-7.1 which pertained to other advances, and renumbered former § 
A31-7.2 as § A31-7.1.

Sec. A31-8. Claims for expenses.

Before any reasonable and necessary travel expenses are paid to any person 
traveling on County business, a County trip expense report must be completed in 
compliance with the guidelines in the Travel Policy Desk Reference Manual.

(Code 1954, § 3.1.4-5; Ord. No. NS-300.31, § 1, 5-26-58; Ord. No. NS-300.569, 
§ VIII, 4-25-95; Ord. No. NS-300.707, § 8, 3-25-03)

Sec. A31-9. Authority to use private conveyance generally.

An officer or employee traveling on County business may use personal 
transportation in lieu of common carrier service, provided that all County 
requirements concerning vehicles are met, as provided in the County 
Administrative Policies and Procedures Manual and Travel Policy Desk 
Reference Manual. In addition, the Director of Risk Management shall have the 
authority to revoke a County traveler's County driver permit.

(Code 1954, § 3.1.4-6; Ord. No. NS-300.36, § 5, 12-1-58; Ord. No. NS-300.87, § 
3, 12-20-65; Ord. No. NS-300.146, § 1, 12-29-70; Ord. No. NS-300.569, § IX, 4-
25-95; Ord. No. NS-300.707, § 9, 3-25-03)

Secs. A31-9.1--A31-9.4. Reserved.

Sec. A31-9.5. Reserved.

Editor's note--Ord. No. NS-300.569, § X, adopted Apr. 25, 1995, repealed former 
§ A31-9.5 which pertained to assigned County vehicles.

Sec. A31-10. Authority to private conveyance in emergency.
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In case of any emergency, the head of any office, department or institution may 
authorize a subordinate officer or employee to use a privately-owned automobile, 
motorcycle, motorized land conveyance, airplane, truck or trailer in the 
performance of their duties without first obtaining authorization from the Director 
of Risk Management. In presenting a claim for traveling expenses so incurred, 
however, the claimant shall provide verification of the emergency from the head 
of the office, department or institution.

(Code 1954, § 3.1.4-7; Ord. No. NS-300.146, § 2, 12-29-70; Ord. No. NS-
300.569, § XI, 4-25-95)

Sec. A31-11. Reimbursement for use of private conveyance.

(a) Any officer or employee of the County who has been authorized to travel on 
County business by use of a privately-owned automobile or truck shall be 
reimbursed for the actual miles traveled. Effective September 1, 2000, the rate of 
reimbursement shall be equal to the "standard mileage rate" for auto expenses 
established by the federal government as the maximum tax-exempt mileage rate. 
Thereafter, the County rate of reimbursement shall be adjusted on the first day of 
the month that any change in the federal government "standard mileage rate" is 
effective.

The phrase "actual miles traveled" shall be defined as all miles driven on County 
business. However, no mileage reimbursement shall be paid for miles traveled to 
the first field or work location of the day from the worker's place of residence or 
from the last field or work location of the day to the worker's place of residence, 
unless the miles traveled exceeds the distance normally traveled by the worker 
during his/her normal home-to-work commute. In that case, the worker may claim 
reimbursement for only the added mileage which exceeds the normal home-to-
work mileage.

In addition, for officers and employees not eligible for overtime compensation, 
compensatory time off, or other remuneration, "actual miles traveled" includes:

(1) The mileage to and from home and the work location if the presence of the 
officer or employee is required on a scheduled day off.

(2) The daily commute mileage resulting from more than one daily trip to and 
from home and a work location when the presence of the officer or employee is 
required before or after regular work hours.

(b) Reimbursement for all travel shall be claimed in accordance with policies and 
procedures set forth in the County Administrative Policies and Procedures 
Manual and the Travel Policy Desk Reference Manual.
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(Code 1954, § 3.1.4-8; Ord. No. NS-300.26, § 1, 12-30-57; Ord. No. NS-300.40, 
§ 1, 6-29-59; Ord. No. NS-300.65, § 3, 10-15-62; Ord. No. NS-300.146, § 3, 12-
29-70; Ord. No. NS-300.176, § 3, 7-3-73; Ord. No. NS-300.181, § 1, 3-26-74; 
Ord. No. NS-300.231, § 1, 10-26-76; Ord. No. NS-300.297, § 1, 7-9-79; Ord. No. 
NS-300.334, § 1, 3-16-81; Ord. No. NS-300.343, § 1, 8-4-81; Ord. No. NS-
300.398, § 2, 10-8-85; Ord. No. NS-300.569, § XII, 4-25-95; Ord. No. NS-
300.592, § I, 1-14-97; Ord. No. NS-300.640, 9-12-00; Ord. No. NS-300.707, § 10, 
3-25-03)

Sec. A31-12. Insurance when private conveyance used.

Except as otherwise provided by the Director of Risk Management, every officer 
or employee authorized to use a privately-owned automobile, motorcycle, 
motorized land conveyance or truck on County business shall maintain a policy 
of motor vehicle liability insurance in accordance with California Vehicle Code § 
16451. The officer or employee shall provide the head of their office, department 
or institution with not less than ten days' written notice prior to the expiration, 
termination or material change of such policy, and shall deliver a copy of the 
policy to the Director upon request.

(Code 1954, § 3.1.4-9; Ord. No. NS-300.36, § 5, 12-1-58; Ord. No. NS-300.87, § 
4, 12-20-65; Ord. No. NS-300.103, § 1; 11-21-66; Ord. No. NS-300.140, § 1, 7-7-
70; Ord. No. NS-300.146, § 4, 12-29-70; Ord. No. NS-300.569, § XIII, 4-25-95)

Secs. A31-13--A31-17. Reserved.

Editor's note--Ord. No. NS-300.569, §§ XIV--XVIII, adopted Apr. 25, 1995, 
repealed former §§ A31-13--A31-17, which pertained to exemption from 
insurance; using uninsured vehicle, proof of insurance; records of private 
conveyance use, review, revocation of authorization; payment for out-of-county 
trials; and payment for out-of-county inspections.
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Federal Regulations Regarding Per Diem Rate Exceptions 

Subpart D—Actual Expense  

§301-11.300  When is actual expense reimbursement warranted?  

When:  
(a) Lodging and/or meals are procured at a prearranged place such as a hotel where a meeting, 

conference or training session is held;  
(b) Costs have escalated because of special events (e.g., missile launching periods, sporting 

events, World’s Fair, conventions, natural disasters); lodging and meal expenses within prescribed 
allowances cannot be obtained nearby; and costs to commute to/from the nearby location consume 
most or all of the savings achieved from occupying less expensive lodging;  

(c) Because of mission requirements; or  
(d) Any other reason approved within your agency.  

§301-11.301  Who in my agency can authorize/approve my request for actual expense?  

Any official designated by the head of your agency.  

§301-11.302  When should I request authorization for reimbursement under actual expense?  

Request for authorization for reimbursement under actual expense should be made in advance of 
travel. However, subject to your agency’s policy, after the fact approvals may be granted when 
supported by an explanation acceptable to your agency.  

§301-11.303  What is the maximum amount that I may be reimbursed under actual expense?  

The maximum amount that you may be reimbursed under actual expense is limited to 300 percent 
(rounded to the next higher dollar) of the applicable maximum per diem rate. However, subject to your 
agency’s policy, a lesser amount may be authorized.  

§301-11.304  What if my expenses are less than the authorized amount?  

When authorized actual expense and your expenses are less than the locality per diem rate or the 
authorized amount, reimbursement is limited to the expenses incurred.  

§301-11.305  What if my actual expenses exceed the 300 percent ceiling?  

Your reimbursement is limited to the 300 percent ceiling. There is no authority to exceed this 
ceiling.  
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                                David Claude 
                  Director of General Accounting 

Dedicated to the Health           2325 Enborg Lane, Suite 380 
of the Whole Community           San Jose, CA 95128-2649 

         Phone: (408) 793-6540    
              Fax: (408) 885-6886  

 
 
  
 FINANCIAL SERVICES 

 
 
Date:  October 20, 2009 
 
To:  Cheryl Solov 
 
From:  David Claude, Al Banuelos 
 
Re:  Travel audit general questions 
 
 
General Questions 
 

1. Why are the final trip expense vouchers signed by David Claude as the approver but not 
signed by the traveler? 

 
The County Controller/Treasurer’s Office requires David Claude’s signature.  However, all final 
travel documents are signed by the traveler and their director or manager. 
 
2. Some conferences are available by DVD. Does the department have any guidance regarding 

when employees should travel versus engage in virtual training opportunities?  
 
There are various methods of learning and each individual learns best with certain forms, 
especially with the rapidly changing information of medical education.  DVD’s, internet 
learning sessions, audio sessions, textbooks and journals are effective learning tools and 
methods of medical education.  Our physicians utilize all these methods of education to 
maintain their skills.  The CME physician conferences are a well established and very common 
method of educational learning.  The conferences allow interactive discussions that are not 
available from a DVD.  Real patient cases and the opportunity in solving the challenging cases 
with experts and colleagues is most valuable in these conferences.  The conference DVD’s are 
available at the conclusion of the conference to assist in reinforcing the knowledge if one so 
wishes.   

 
3. Similarly, in some cases, there is very little training associated with lengthy trips. What 

criteria, if any, does the hospital use to determine whether a training is a cost-effective 
means of obtaining CME or other education? 

 
CME education is approved for that physician’s specific field of medicine.  Conferences may 
have nationally known experts presenting information at the specific locale.  Since this is a 
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defined benefit, physicians utilize their fixed allocated amount to maximize their learning 
experience.  The profession of medicine requires a specific knowledge base and expertise in 
caring for patients that can not be compared to learning any technique in another field.  Would 
you not wish your physician to be trained & updated on the most recent medical information if 
he is caring for you?  CME provides that requirement. 

 
4. It appears that the CME records were not retained centrally but rather obtained from 

individual physicians pursuant to the request of the Management Audit Division. Further, it 
appears that the physicians were not required to provide attendance records to VMC or to 
the Controller in order for the physician to be reimbursed for their conference expenses. Is 
this understanding correct?  

 
CME records are kept with the individual travel files in the office of the Chief Medical Officer 
and in offsite storage.  At the conclusion of the conference, CME forms are submitted with the 
travel documents if available.  Conferences are not standardized as to the documentation of 
CME credits as some utilize a self reporting form as their standard while others use that form as 
a method of submission and then supply another finalized CME form several weeks later.  If 
delays do occur and travel is held, travel policy deadlines could not be met, so it has not been a 
requirement if all other documentation of stay is provided.  The primary purpose of CME 
tracking is for monitoring JCAHO requirements and maintaining of licensure which is tracked 
by the Medical Staff Office.  CME credit is not required for travel reimbursement. 
 

 
5. How does the department justify the expense of four or five star hotels, vehicle upgrades, 

and other extravagant costs in light of the County Travel Policy, which states the following 
as guiding principle? 

 
All expenses incurred while traveling on County business should be a reasonable and prudent use of public 
funds. Cost will be taken into account when weighing the importance and benefits of the business purpose 
for travel.  Travelers should choose the most efficient, direct and economical travel option required by the 
occasion. (Page 7) 
 

CME travel is a defined benefit with a specific allocated amount per physician annually that has 
certain waived exclusions from the County Travel Policy.  CME conferences are held at various 
locations and physicians primarily stay at the designated hotels offered by the conferences at the 
preferred conference rates.  There have been some exceptions and upgrades are allowed as there 
is a fixed amount that is allocated in the yearly Educational Funds.  If physicians spend beyond 
their limit they pay personally for any remaining expenses or subsequent travel for the year. 

 
 

6. If employees arrive a day or more before a conference starts or leave a day or more after a 
conference ends, does the department require them to take that time as vacation? Also, if 
employees skip part of a conference, how is that time accounted for (i.e., as vacation or 
regular time)? 

 
Physicians utilize vacation time/annual leave or shifted work days (time granted for working on 
weekends in the hospital/clinics or in-house hospital night shifts) entirely for all CME conferences 
unless so approved by the Chief Medical Officer (CMO) as administrative time benefiting VMC 
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which occurs infrequently.  Travel days must be taken into consideration with conferences often 
starting early in the morning and these days are taken off as described with vacation days/annual 
leave/shifted time.  If a physician decides not to attend part of the conference, that is their discretion 
as they are off on their own time and not regular time.  Conference provider recommended travel 
dates are used to determine appropriate travel days. 
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